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Meet the 


Cw Underwood 150 


sweeps all comparison aside! 


New from every angle...as smartly 
styled as the latest fashions... the 
New 150 has everything you’ve ever 


looked for in typing efficiency: 


A NEW touch that’s “Personally 


Yours”? through Triple Touch 





Tuning 
NEW Diamond Set Margins 
NEWLY designed front seale for 


direct reading ... instant margin 
and tab setting 


NEW beauty in rich color combina- 
tion 


NEWLY designed keyboard with col- 
ored feature keys 
A NEW wide choice of type styles to 


7m a 
personalize” your letters 





You'll get the typing thrill of your 
life when you use the new Underwood 
150...the writing machine that 
sweeps all comparison aside. 

Try this new sensation in accurate, 
smooth, easy typing...the NEW 
UNDERWOOD MODEL 150... in your 
own office, on your own work. Get in 
touch today with your local Under- 
wood Representative, listed in the 
Classified Directory. 


Underwood Corporation 
Typewriters ... Adding Machines... Accounting 


Machines...Carbon Paper... Ribbons 


One Park Avenue | nderwood Limited PUN DERWwoo? | 
New York 16,N.Y. loronto l,Canada Ne 


Sales and Service Everywhere 
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How to pick a good boss 


Take a tip from the smart secretary these days! She looks for 
a Dictaphone TIME-MASTER .. . the modern dictating machine— 
on both his desk and hers—because she knows— 











You can transcribe from the TIME-MASTER’s 
plastic Dictabelt as easily as listening to the 
telephone... 














iear what your boss says the first time, with- His TIME-MASTER lets him dictate Typing goes fast because there are 
out having to guess at it, or make corrections. instantly whenever he’s ready . . . there fewer interruptions ... and you can 
are no traffic jams of work. schedule your own output. 
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You have time left over to assist your boss There’s more time for yourself and More gets done all around; your boss 
n other ways... filing, interviewing, less overtime. is more successful .. . 
er i) 
7 ~ 71 
| , R , | 
l Why not clip this coupon and find out how you | 
| can work better with a TIME-MASTER? 
| 
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| : | 
| DICTAPHONE CORPORATION, Dept. TS34 | 
| 420 Lexington Avenue, New York 17, N. Y. | 
| 
[_] Please send me your free booklet Designed for Transcription. | 
| ! 
| NAMI pier aie a eer Tee CTs a's PreTTrrr irre rit. | 
é | 
and successful bosses are the very best kind COMPANY ....02¢e0505 sa dbcieten nha dekiadasshekeedemmetiernenkehetene 
to have! | 
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<)> our cover—One of the prettiest 
spring coats we've seen is this trimly 
tailored style by Lassie Maid. With waist- 
lines of prime importance in new spring 
fashions, this coat has a molded waistlin 
that is emphasized by wide lapels and a 
full, sweeping skirt to give vou doll-waist 
dimensions. Grosgrain trim outlines the 
pockets and collar. The tabric is Tropican, 
an interestingly textured lightweight, all- 
wool fabric that is done in gray and navy 
Available in sizes 8 to 18. Priced about 
$45. At B. Altman & Co., New York 


Lansburgh’s, Washington: Carson Piri 


Scott, Chicago: ] L. Hudson, Detroit 
and Bullock's, Los Angel Ss. 
Etiquette Syndicate 

Phiis MONTH S$ LEAD ARTICLE centers 


around a secretary who knows her man- 


ners and etiquette as well as she knows 
her shorthand and typing. And why is this 
so? Because, for the past fifteen years 
Isabel Paul has been seers tary to author 
syndicate columnist, and dean of au 
thorities on etiquette—Mrs. Emily Post. 

Wonder what it’s like to work for a 
woman who always knows the “exactly 
right” thing to do? Wonder what duties 
i secretarial job like this would entail? 
Wonder how you would like the job? 
Phen wander over to page 11 and wonder 
no longer! Rollie Abrahams gives you all 
the facts in her article entitled, “Secte- 
tarv to Madam Etiquette.” 


Artyping Contest 


Do you LIKE TO MAKE typewriter draw- 
ings or invent fancy typewritten alpha- 
bets? If vou do. vou'll be interested t 
know that the 16th Annual Typewriter 
Art Contest is now in full swing and wi 
close on April 1, 1954. All entries should 
be sent flat, packed carefully, and mailed 
to the sponsor, Julius Nelson, at 4000 
Carlisle Avenue, Baltimore 16, Marylané 

The prize for the top-ranking entry * 
a brand-new Underwood Champion Port 
able Typewriter. Send as many entries as 
vou like, but be sure to include an exam 
nation fee of 10 cents with each one. For 
further information, or for a complete 
listing of the rules and prizes, 
wrice directly to Mr. Nelson. 


contest 
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THE VERTICAL cnsion vp f° 3¥ 
\k material sf dividual folders 
For bu y e with your ” ° wamMe 





MISCELLANEOUS FOLDERS 


Made of green Jutefibre. For correspondence 
with individuals or firms heard from only occa- 
sionally. 





DO YOU KNOW 
THAT... 


80% of the time loss in filing (or rather find- 
ing) is because of bulky folders. Be sure to 
transfer inactive correspondence at least 
every six months. Let the miscellaneous fold- 
ers become the guides in your transfer cabi- 
net and replace all individual name folders 
together with a new set of miscellaneous 


folders. 





At ‘‘transfer time’’ your miscellaneous folders 
become important guides indexing the trans- 
ferred individual folders. 


Write Dept. TS for free samples of items 
illustrated on this page. 


THE Sinead MANvFACTURING CO.,1NC.- HASTINGS, MINNESOTA 
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Free! 


new 
LETTER 
PLACEMENT 
GUIDE 


for secretaries, students 


Slips into your typewriter 
under letterheads ... helps 
you set correct margins and 
center letters perfectly. 

Cuts down retyping... saves 
time and paper. Write for 
your copy today—use coupon 
below. Teachers: Guides 
for class use.. 


. write on 
your s¢ hoo: letterhead. 













































EAGLE-A's 


\ Hinge_Top BOX 


lets you slide out 
the sheets you need! 


Exclusive feature . . . with 
these fine boxed papers: 


EAGLE-A COUPON: 
BOND (100% Rog Extra No. One) 


EAGLE-A AGAWAM: 
BOND. ONION SKIN 


100% Rog 


EAGLE-A CONTRACT: 


OND (76° Roo 


EAGLE-A ACCEPTANCE: 
BOND (50% Rog 


EAGLE-A TROJAN: 
BOND, ONION SKIN 
MANUSCRIPT COVER (25% Rag) 


EAGLE-A QUALITY: 
BOND, ONION SKIN 
MANIFOLD (No. One Sulphite) 


EAGLE-A TYPE-ERASE: 
Rag Content) 





MAIL THIS COUPON TODAY 
American Writing Paper Corporation 
Holyoke, Mass., Dept. TS-| 


Send your FREE Letter Placement Guide: 


STUDENTS: [{i!! in home oddress 
TEACHERS: write on your sch 


50! letterhead. 
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No Carbon Required! 


Rinc up a SALE for the National Cash 
Register Company tor what some secre. 
taries believe to be the Idea of the Yeay 
This organization has come up with 
method of treating paper so that multipk 
copies of business letters and forms can 
be made without the insertion of carbor 
paper, The product has been named NCR 
Paper, for “no carbon required.” Cleve 
isn't it, when you stop to think that 
same letters also stand for National ( asl 
Register? 

Here is how the process works: Thy 
under side of the first sheet of a group of 
papers ts coate d with a colorless che mle 
and the top side of the second sheet with 
clay-like material. The impact of a type- 
writer character drives the colorless chem- 
ical coating into contact with the clav-like 
coating on the top ot the second. sheet 
causing an immediate chemical reaction 
that turns the clav-like material blue ind 
leaves a clean, sharp Hupression on the 
second sheet 

National Cash Register tells us that uy 
to seven coples can be made in this tash- 
ion on an electric typewriter and up to 
four handwritten copies. NCR Paper will 
be marketed in limited quantities this 
year and prices to compete with carbon 


pape r svstems. 


A Professional Note 


For THOsE who are interested in be- 
coming Certified Professional Secretaries, 
we want to inform vou that the 1954 CPS 
Examination, given by the Institute for 
Certifying Secretaries, will be held Octo- 
ber 8 and 9. All applications must be 
before midnight of June 15. 

The tee for taking the examination is 
$5 for processing and $5 for each of the 
six sections of the test, making a total of 
$35. Application forms may be obtained 
trom: 


Phe Qualifications Comunittes 
National Secretaries Association 
25 East Twelfth Street 
Kansas City 6E, Missouri 

There are now 360 secretaries who can 
officially write CPS after their signatures 
and we think such news is Commendabl 
Praiseworthy, and Spl ndid! 
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the new Smith-Corona 
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KEYSET TABULATOR! 


A BRAND NEW addition to the line of famous port- 
ables! An added luxury model in the Smith-Corona 
line. With the finest Keyset Tabulator to be found 
on any portable. Operation procedure is simple 


Smith-Corona has always been the portable type- 
writer that gives big machine performance 
standard full-size keyboard, the touch and action of 
an office typewriter, our own Page Gage and count- 


less other Outstanding and exclusive features 


Now, with the Keyset Tabulator, Smith-Corona 
offers the professional typist, as well as the amateur 
at home and in school or college, more big machine 
features than ever for fast and efficient typing, 
plus portability. Smith-Corona is the world’s first 


and fastest portable typewriter! 


FAST and FOOLPROOF— 


To set: (1) move carriage to first selected tabulat- 
ing location. (2) Press down SET key to set a 
tabulator stop at selected space. (3) Following 
steps 1 and 2, set as many stops as needed. (4) 


Now tabulate by pressing down the TAB key 


To clear: (1) If you wish to clear only one tabu- 
lator stop, move carriage to that location and press 
down CL (Clear) key. (2) Continue to clear in- 
dividual stops in this way. (3) To clear entire 
move Carriay ro extreme 


right, hold down CL key and depress the TAB key 


tabulating set-up at once 


Every bit of the tabulating process is done from 
the keyboard. No reaching or stretching 


Smith-Corona Inc Syracuse 1 N Y Canadian factory and offices: Toronto, Ontario. 
Makers also of famous Smith Corona Office Tvpewriters, Adding Machines and Cash Registers, Vivid Duplicators, Ribbons and Carbons, 
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——WHY WASTE 
OFFICE TIME? 


KEE LOX “KOPY ALIGNER”’ 
combines highest quality | 
CARBON PAPER plus | 


ASKS THE 








MADELINE 5. 

















‘ STRONY @ R. ROBERT ROSENBERG ®@ E. LILLIAN HUTCHINSON 
patented collating feature 
. : ESSIE: Greetings, friends! It’s nice shorthand every day and then have th 
insures speed automatically i ke see vou again. I do hope material dictated to her in shori spurts 
vou ll excuse this awful red nose I have steadily increasing in’ speed. In. other 
plus EFFICIENCY | today Ne I haven't been celebrating, words, let her take the first minute at, 
nor has anyone hit me; it’s just this blus- perhaps, 60 words a minute; then take 
with LESS FATIGUE tery old March wind. Some lucky people the same material at 75 words a minute 
| get rosy cheeks when the wind be gins and continue to take the same material 
| to blow. But me? I always wind up with until she is dropping more than she is 
a red, red nose! We all have problems, getting Phis type of practice torces 
though, haven't we? And, speaking ot speed The best book to use for such 
proble ms, I have a whole stack of them 
right here in front of me. 
THe First ONE, Doctor Lloyd, is ad- 
dressed to you. It is from a secretary in 
Ohio. She writes, “Please tell me the cor- 
rect manner of indicating that carbon 
copies are being sent to several men but 
this is not being shown on the ribbon : ; 
copy. I refer to occasions when a letter dictacion practice is Previewed Dicta- 
Is addressed to an outside company with HOR, which contains counted material 
copies to men in our own firm, and it is from 50 to 150 words a minute, Each 
not desired to show their names on the take also has a helptul preview ol the 





You cut your collating costs 
You save on the time! 


Different Weights and Finishes 
to give perfect results from One 
to Twenty Copies at a time. All 
Copies Clean while every sheet 
has astonishing wear. You may 
obtain Free Samples by contact- 
ing any of our 32 fully stocked 
Retail Branches in the U.S.A. We 
also make Carbons for every use 
and ribbons of every color for 
every machine to the 
market. 


known 


Kee Lox Duplicator Supplies 
are No. 1 on the market 


Just phone our Branch in your 
city for Samples of above Kopy 
Aligner or write to HOME 
OFFICE... 


KEE LOX MANUFACTURING COMPANY 


ROCHESTER 1, N.Y., U.S.A. 
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original letter.” 


Lioyp: The customary way of indi- 


cating “blind” carbon copies, Tessie, is 


as follows: After you finish typing the 
letter, remove the letter pack from your 
typewriter, take off the letter 
and top sheet of carbon, and reinsert the 
pack into the machine. Below the refer- 
ence initials, type bcc or cc followed by 
the first name to receive the blind copy. 
The other names should be blocked be- 
neath the first name. 
bec instead of cc so that everyone receiv- 
ing the copy will know that the original 
addressee does not know that extra copies 


original 


Some preter to use 


were distributed. In letters where the 
content would make that fact obvious, 
ce would be just as good as bec. But 


rather than debate the matter on every 
letter in which the situation arises, why 
not go right ahead and use bec? 


Tessie: Here’s a question for Mr. Zou- 


bek from a Pennsylvania. 
Since she is beginning to “re-study” the 


aE 


secretary in 





shorthand books that she used in school, 
she would like to know the best method 
of studying at home. 


Zousek: A_ well-rounded shorthand 
practice program should include’ two 
things, Tessie—plenty of reading and 


copying of printed shorthand, and plenty 
of dictation. I that this young 
lady read and copy 400 or 500 words of 


suggest 


1O5 1 


take. 


more difficult outlines in the 


Tessie: Mrs. Strony, here is a 
tion for you from another reader located 
in Ohio. She writes, “Who puts whose 
boss on the line first—the 
placing the call or the one who is receiv- 
ing the call? Im sure there must be a 


ruling or directive on telephone manners 


ques- 


one who is 


between secretaries.’ 

Strony: Yes, Tessie, there is a ruling 
—business etiquette tells us that the per- 
son placing the call should be on the 
line first. There are always a few excep- 
tions, however. If the senior of- 
ficers of the firm were trying to contact a 
junior executive, the secretary 
would put through the call and hold the 
junior officer on the phone until she could 
call her chief back and complete the 
connection. In all other Cases, the person 
placing the call should be there to greet 
the one being called. 


one ot 


senior s 


Tessie: A in Georgia ad- 
dresses a question to you, Miss Hutchin- 
son. She writes, “Some of my correspond- 
ence concerns the shipping of trucks and 
cars, and they are often designated by 
a combination of letters and numbers. 
For instance, a certain type of truck 
might be listed as HW4623. My question 
is this: When writing a sentence such as, 
‘We are sending you (a, an) HW4623, 
would you use ‘a’ or ‘an’?” 

Hurcuinson: The basic rule that gov- 
erns the choice of a or an before a noun 
is whether or not the noun begins with a 
(when a is used) or a 


secretary 


consonant sound 
vowel sound (when an is used). How 
ever, many of the letters of the alphabet, 
even though consonants, require a pre 
ceding vowel sound in order to be pre 
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CHARLES E. ZOUBERK ® ALAN CC. LLOYD 


nounced; for example, s is pronounced 
e-s, | is pronounced “e-1,” and h is pro- 
must be 


“An HW4623” 


nounced “aitch.” Theretore ani 


used before each of these. 


would be correct 
Tessie: Here is another question for 
vou. Miss Hutchinson. This one is from 
New York reader. She asks, “Which is 


correct; $50,000 in benefits was appro- 
priated, or $50,000 in benefits were ap- 
propriated?” 

HurcHinson: When a noun expressing 


in amount of money is considered as a 


single unit, Tessie, a singular verb should 
be used. The « xpression “$50,000 in bene- 
fits’ illustrates this rule and therefore 


was should be selected as the verb. 


Tessie: This question is directed to 
Mr. Zoubek. It is from a secretary in Mas- 
sachusetts. She starts by saying, “My dic- 
tator talks rapidly; but I usually can get 
his dictation easily enough, for I have a 
fair reserve trouble, 


comes to some long 


ot speed, l get in 


howe ver, when he 


& bBb cCc dDd e 





which he is thoroughly 


with 
familiar and dictates it so fast that I can- 
not keep up with him. What can I do 
to take care of these spurts?” 

Zovpek: Every businessman has a num- 
ber of expressions, Tessie, that he 


( \pre ss1IOoOn 


uses 
again and again—expressions that are 
peculiar to the type of work he does. 


If possible, before this young lady starts 
taking dictation, she should read through 
old carbon copies of her boss's letters. 
In this way, she able to 
some of his “pet” expressions and devise 
shortcuts or special phrases for them. If 
she does not have access to old carbons, 
she should jot down on a card the expres- 
sions that occur with more than ordinary 
frequency and devise a shortcut or phrase 
for them. After she has mastered outlines 
tor these expressions, she will find her- 


Se lf looking forward to having her dicta- 
tor use them. 


may be spot 


For example, here at Gregg we use 
the expression, “Gregg Shorthand Manual 
Simplified” day after day. Because of the 
frequency with which this title is used, 
all Gregg dictators naturally say it rapid- 
ly. Most Gregg stenographers struggle 
to write the title out in full the first few 
times, but soon they learn that gay inter- 









: | = 
Not that one, dear. No, the top/ - 
letter you’re carrying in to the boss./- = 


That erasure looks like a Cigarette 
burn! 

EZERASE bond is your answer to the 
erasure problem — because your 


clean as a hound’s tooth — and the 


As good as you are — 
old fatigue creeps in, and we’re all open 





ent tt 


“slate” can be wiped 
clean with a few strokes of a lead pencil eraser 
paper 


you know about four o'clock the 


annoying 


Just as 
isn’t scuffed 


C 
to a few 

















mistakes. So don’t re-do a letter for an error in the last 
line — use EZERASE, and your occasional slips won't 
: I 
show! Made in Bond and Onion Skin weights. 
Write us on your company letterhead 
for free sample of EZERASE and ‘‘Let- 
ters for Signature’’ folder 
itiililijaaaniaptniig — 
"ee | MILLERS FALLS PAPER COMPANY 
s% { Millers Falls, Massachusetts Dept. 53 
| Please send me the FREE sample of EZERASE and 
referre y Business “Letters for Signature’ folder 
Ca Name 
. : 1 Position 
fine f apetd\ . 
/ | ompany 
Address 
BOND ONION SKIN -« EZERASE - OPAQUE i City State 
i 





GO PLACES with Waldon Rotents Enanann 


(Swiss National 


Travel Office photo 


SUPERB AS 
SWITZERLAND'S 
MATTERHORN 





The Swiss specify 
Weldon Roberts Eras- 
ers, as do discriminat- 
ing users the world over, 
to Correct Mistakes In 
Any Language 

Assure neatness, quali- 
ty, speed in your work 
by using Weldon Rob- 
erts Erasers for correct- 
ing mistakes in short- 
hand, handwriting and 





typing. Ask your of- 
fice manager or your 
stationer. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue 
Newark 7, N. J. 

W orld’s Foremost Eraser Specialists 

3900 TRI-PLY WHISK. Typists’ 

favorite. Weldon Roberts Eraser No 

399 with brush. Center ply soft gray 

ink eraser. Two outer lavers red rub 

ber for erasing pencil 
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@ “sight-level” 
convenience 


@ all-metal — 
one piece 
@ neat, clean 

eppearance 
The Liberty Copyholder puts all copy in 
full view, at correct angle for easy, efficient typing. 

Designed so it will hold even a heavy book 

without tipping. Made of heavy gauge steel 
with soft grey finish. Size, 7° wide, 9)4" high. 

5” base. So low in cost... you can afford 

one for every typist. 


ORDER NOW by moil if not available 
from your stationer. 


BANKERS 8B 


Ox COMPANY 


Mok ‘ w oge Pr 


) §. Dearborn Street illinois 


Chicago 5 











_GRASERSTIK ° 





A beautiful letter— 
yet one miserable 
error stands out like 
a gravy stain on the 
Queen’s robe. 


A smart Secretary 
neither swears (un- 
der her breath) nor 
despairs. She reaches 
for her handy White 
Polished ERasERSTIK 
... One, two, three, 
a quick flick .. . and 
the error is erased, 
leaving not a ghost. 


c®) v.S.A.7099 


AW.FABER GRASERS7IK ALL SERV 


It’s like having a 
third hand, this 
wood-encased pol- 
ished beauty. Easily 
sharpened with knife 
or mechanical sharp- 
ener 








Ask your Dealer © 
tor ERaseRSTIK— | 
and make sure the 
ERaSERSTIK name 1s 
on it. Don’t let him | 
sell you something 
“just as good” be- | 
cause there’s nothing | 
just as good. 


7099) <> 
7099B with brush + 


(UD FABER-CASTELL 


PENCIL COMPANY, INC 


AWFABER GRASERGTIK Gawd v8.9. 7099 B 








NEWARK 3, NJ 











sected with sh m s is all they have to 
write. Once they learn this shortcut, they 
can write “Gregg Shorthand Manual 
Simplified” as rapidly as the tastest dic- 
tator can say it. We must be careful, how- 
ever, to devise special shortcuts only for 
constantly recurring expressions, the full 
outlines for which are lengthy and _ per- 
haps cumbersome. The use of too many 
such shortcuts may lead to hesitation and 
eventually result in the task of the ste- 
nographer becoming complicated rather 
than simplified. 

Tessie: Here's a question for Doctor 
Rosenberg. It is from a reader in Kansas. 
She writes, “I work in a real estate office 
in which I am emploved as secretary. 
Recently I overheard an argument be- 
tween my boss and one of his agents that 
confuses me no end. Since it is more or 
less a legal problem, I thought I would ask 
Doctor Rosenberg his views on the sub- 
ject. It seems that the agent sold a house 
to a customer in the evening, on his own 
time. But my employer claimed that the 
commission earned on the transaction 
should go through the office account the 
same as any other deal. Was he correct?” 

RosENBERG: Yes, Tessie, this young 
lady’s boss is correct. All real estate busi- 
ness transacted by an agent while in the 
employ of a real estate firm is consid- 
ered firm business, irrespective of the 
time when it occurs. Of course, if there 
is a specific stipulation in the contract 
of employment that permits the agent 
to engage in real estate transactions as 
an independent on his own time, that 
would be different. But, in this case, the 
employer is in the right. 


Tessie: Mrs. Strony, a secretary in 
Pennsylvania says that she would like to 
increase her knowledge of spelling, Eng- 
lish, typing, and general office practices, 
but that there’ are so many books avail- 
able on these subjects that she can’t de- 
cide which are best for her purpose. She’s 
wondering if you would be kind enough 
to give her your suggestions. 

Strony: Well, Tessie, I am sure you 
are aware that I am partial to Gregg 
books; but these are the ones I would 
suggest. For spelling, Words, by Hagar 


ae 
“— Bic 





and Hutchinson. For English, Business 
English, by Hagar, Stewart, and Hutchin- 
son. (This book also includes an excellent 
section on business letter writing.) For 
typewriting, I believe this young lady 
will find Gregg Typing, New Series, by 
Rowe and Lloyd just the book that will 
do the most for her. I don’t know how 
experienced she is in general office prac- 
tice, so I will tell her something about 
the three books we have available. Ap- 
plied Secretarial Practice, by Gregg, Fries, 
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and Rowe is our most complete book and 


goes into considerable detail. Colleg, 
Secretarial Procedures, by Place and 
Hicks, is not so detailed as is Applied 


Secretarial Practice and was de signed tor 
college students. The Secretary at W ork 
by Strony and Greenaway, is a very jp. 
secretarial proce- 
dures. If this young lady has been away 


tensive treatment oft 


trom busine ss tor some tring and Wants 
to he 
business machines, filing techniques, et, 
I would recommend the first book. 


brought up to date on Various 


Tessie: Doctor Lloyd, a teacher jr 
Delaware writes that she would like { 
correct an answer we published in our 
January issue. She says, “I noticed Doc. 
tor Lloyd’s answer to the question con- 


cerning the exact wording of the tw 


~! 


| ,- 
val ~y 


a & —7s\e 


im 





classic sentences in typewriting. The first 
sentence was changed in our school dur- 
ing the first world war (I am an old- 
timer) to ‘Now is the time for all brave 
men to come to the aid of their country, 
The second sentence is supposed to con- 
tain all letters of the alphabet and should 
read, “The quick brown fox jumps over 
the lazy dog.” Doctor Lloyd has it jumped, 
which means that the letter s is left out 
of the sentence.” 

Lioyp: The lady is right, Tessie, and 
I stand corrected. 


Tessie: Here is a question, Mrs. Strony 
from a secretary in New York. She would 
like to know whether or not there a 
opportunities today for secretaries an 
stenographers who can speak and read 
English and Spanish. 

Strony: Opportunities for Spanish- 
English secretaries and stenographers at 
indeed numerous today. Right at this 
time, when there is an increased empha- 
Latin-American trade, there 
greater demand than ever for men and 
women with a knowledge of English and 
Spanish. 


sis on 


Miss Hutchinson, a shorthand 
student in Ohio writes, “Our shorthand 
class read in your column lately that 
to decide whether sometime should | 
written as one or two words, the wor 
little can be placed between the 
words. We want to know if this sal 
test can be used to determine whether 
other compound words should be waite 


TESSIE: 


as one word or two.” 

Hurcuinson: I fear, Tessie, that the 
trick of mentally inserting the word littl 
between some and time will not work ® 
other cases where one is uncertain as . 
the form of the compound. If this yout 
lady has access to Gregg Speed Building 
for Colleges, Simplified Edition, by Greg 

(Continued on page ” 
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‘‘Here’s one textbook that 
goes to work for me 

every day on the 

job’’ 


THIRD EDITION 
by 
Gregg, 


A 


Fries, and 


Rowe 


Applied SECRETARIAL PRACTICE 





Popular with teachers, students. and practicing secretaries 
because it accomplishes these objectives: 





* Supplies important business information % Teaches essential office procedures and skills 
* Develops desirable personality traits * Deals realistically with job finding and job behavior 
- especially helpful are units dealing with The Secretary on 
the Job, Your Personal Effectiveness, Your Appearance, Using SPECIAL— 
abies of Information, Meeting the Public, and Duplicating Sian te enamine the 
Processes and Equipment.” New Fourth Edition of: 
575 Pages. Hlustrated...... List. $2.80. 


WORDS 


Workbook ; : > : “ke ai . ‘te 
an secretarl -actice ssts are available to complete : 
ind Secretarial Practice Tests are a | Hager and Hutchinson 


this rich experience program. 


Make this new 15-minute-a-day 


GREGG PUBLISHING DIVISION spelling and vocabulary program 


part of your English, Typing, and 





McGraw-Hill Book Company, Inc. Secretarial Practice training. 
New York 36, 330 W. 42nd St. Dallas 2, 501 Elm St. Now available 
Chicago 6, 111 N. Canal St. San Francisco 4, 68 Post St. 
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Today's smart secretary really relies on the new 
Remington Electric Typewriter to produce more 
letters in so much /ess time. with so little effort. 
Distinctive type styles make each letter as neat 
as a page In a tvping manual... uniformity of type 
unpression is so pleasing to the “boss.” Send for 
free brochure ‘Beauty and the Best” (RE8321). 
Room 1878, 315 Fourth Ave.. New York 10. N.Y. 
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BY 
ROLLIE 


ABRAHAMS 





Time out for tea in Emily Post's apartment is just one 











4 


? 


> TOYS SHCRETRY 


| ee March, 1954. 


a 





of the little extras that make Isabel Paul's job so very pleasant. 


MADAME ETIQUETTE 


OW WOULD YOU LIKE to be secretary to our national arbiter of good taste? 
H That’s Isabel Paul's job, and she likes it—immensely! Her boss is the leading 
authority on what to say, do. and wear—and when to say, do, and wear it. Her boss 
is Madame Etiquette herself. Mrs. Emily Post. 

Isabel is a small, sprightly, black-haired girl with sympathetic, dark eyes. She says: 
“Working with a celebrity is no different from any other secretarial job. There are 
the same office details to keep track of. the same dictation to be taken, the same let- 
ters to be typed. | like my job because the work itself is interesting and because 
Mrs. Post is such a pleasant person—not because she is famous.” 

Of course, the fact that Emily Post is continually called on to advise America 
on its manners makes Isabel's work unusual and challenging. Almost five hundred 
letters pour into the office every week. They come from people all over the world 
who want Mrs. Post's judgment on etiquette—and sometimes on other problems. It 
is Isabel's job to read every one of those letters and to select four or five each day 
for Mrs. Post to answer in her syndicated newspaper column. Because of the tre- 
mendous number received, it is impossible to answer each letter personally; but 
either Isabel or Mrs. Post will make an exception for an especially appealing inquiry. 

Most of the letters concern wedding preparations and procedure, teen-age dat- 
ing problems, or proper dress for various occasions. Neatly piled on shelves in Isa- 
bel’s office are stacks of some thirty leaflets written by Mrs. Post. They contain 
general information on the subjects most frequently asked, and Isabel mails these 
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to 


tive 


Isabel and Mrs. Post spend everv Monday preparing 


copy for columns that will appear in some 160 pa- 


itis. 


get 


pers \\ hile Vrs. Post checks over one ot her past col- 


Isabel sorts out some letters for the new columns. 


a 


quick 


answer 


to 


an 


etiquette 





Phe phone situation often keeps Isabel on the jump. 
Sometimes Mrs. Post will be calling from upstairs at 


the same time that one of her readers will be phoning 


problem. 
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office is just off the lobby 
in Mrs. Post’s apartment house. Isabel 


Since her 


is a good friend of all the doormen. who 
stop in to sharpen pencils or use het 
scale. When Isabel arrives. there’s an 
extra hearty greeting from Scottie. 


to the inquirers whom she thinks they will help. 

For the columns, Isabel tries to select questions that 
are “different”—subjects not recently handled and 
outside the coverage of the leaflets, new angles on 
old) problems, and, particularly, subjects that will 
interest and help many _ people. 

“Wherever am I going to get enough different ques- 
tions to fill the space?” is her weekly plaint. But she 
always does. And Mrs. Post usually agrees with her 
selections. Every Monday Isabel locks her office and 
goes up to Mrs. Post’s apartment with the material 
she has gathered; and she and her boss spend the day 
working together on columns that will appear in some 
160 newspapers in the United States, Canada, England, 
and Australia. Isabel reads aloud the letters she has 
selected and usually rewritten to some extent—ceither 
to clarify and correct them or to cover a larger cate- 
gory that will help a greater number of readers. Mrs. 
Post answers each question generally, and Isabel takes 
notes in shorthand. This continues all day, with onl 
occasional interruptions for chatting about Mrs. Post's 
four great-grandchildren and their latest escapades. 
At noontime, lunch is elegantly served by Mrs 
Post's maid. 

Both Isabel and Emily Post are sincerely concerned 
with the problems of those who write in. When there 
is a particularly anxious letter that will not do fo 
newspaper publication, Mrs. Post answers it persol- 
ally. Out of the batch that will not be published, Isa 
bel picks special letters to bring to Mrs. Post's attet- 


STARY @ March, 1954 

















at 
nd 
On 


ill 





Isabel has a busy session each morning opening the mail-—a 
portion of which is shown here. About five hundred letters 
from readers pour into Isabel's office every week. Only a 
few are selected to appear in Mrs. 


Post's etiquette columns. 








Isabel looks over a manuscript Mrs. Post has just 


sent by “interothce mail a unique syste 


which Mrs. Post drops the material down the 


ng mail chute and phones Isabel. who can re 


t base of the chute. 


rom the bax at the 


tion. Together they work out solutions to the ticklish 
probli Ins pre sented 
One. tor example, came recently from a young 


woman about to be married. She very much wished 


her father to give her away. but he was confined to 
a Wheel chair. She wanted to know how he could man- 
age to take part in the church ceremony without being 
uncomfortable or overconspicuous. 

“Mrs. Post thought about that one for a long time 
Isabel recalls. * Finally, she wrote that the girl's father 
should be wheeled upia side aisle and be called on 
to give his consent at the proper time. The bride wrote 
later to thank Mrs. Post and tell her that everything 
had gone off beautifully.” 

Many people offer to pay tor Emily Post's service 
and some send money with their questions. Isabel re 
turns the monev. with a letter explaining that Mrs 
Post’s advice is free, One woman was almost frantic 
over an emergency week-end guest problem. She tele 
Phoned Isabel. who came up with a suggestion for 
the correct clothes to bring, the gift to offer the host- 
ess, and the thank-you note wording. The woman 
Was so grateful for Isabel's thorough help that she sent 
her a large box of candy. 

“That's another reason why I like my job so much,” 
Isabel declares: “We ; ' 
appreciate it.” 


really help people, and they 


| Isabel enjoys a unique office setup. She works alone 
In a small office that leads off from the lobby of a 
fashionable Manhattan 


apartment building. In her 
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build- 
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offic e 


phone, and a buzzer system that connects with Mrs. 


radio 


conditioner 


office are a desk. files. air 


Post's ten-room apartment on the ninth floor, 
When Mrs 


private exchange and wants Isabel to listen in, she 


Post answers a telephone call on her 


merely buzzes a signal; and Isabel plugs in her exten 
sion. Similarly, Isabel can signal her boss to come in on 
any calls on the office phone. 

Their system of “interoffice mail” is no less fascinat 
ing. When Mrs. Post wants to send Isabel a memo o1 
some work to be typed, she announces the delivery 
by telephone and then drops it down the mail chute 
in her hallway. Isabel can open the box at the base 
of the chute, and so she hurries out to the front lobby 
to pick up Mrs. Post's copy. 

nee.” Isabel 


Post was sending me some material 


“when Mrs 


she had to an- 


recalls with a laugh 
swer an out-of-town phone call before she had a 
chance to buzz me. By the time we got together. the 
manuscript she had dropped had gone out with the 
mail. I had to chase a mail truck for two blocks before 
| could retrieve her manuscript.” 

Among the high spots of her day, Isabel counts the 
frequent lunches that she enjoys with Mrs. Post and 
when 


Mrs. 


the occasional invitations to come upstairs 


“something especially good” is appearing on 
Post's television set. 

Isabel spends every second Wednesday in her boss's 
apartment, while Mrs. Post dictates her weekly Sun- 


(Continued on page 52) 
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is vour boss 4 FOGBOUND DICTATOR? 


BY MARIE 
























N COASTAL NEW ENGLAND, “fogbound” is a 


term used to describe a person who never knows 


where he is. If your boss is one of those dictators who 
cannot dictate more than two consecutive sentences 
without asking you to read back, then you evidently 
are stuck with a fogbound dictator! 

Rossibly your boss is a slow thinker and needs to 
backtrack to get a running start for the next thought. 
Or maybe he suspects that you are not getting the 
dictation, and he just wants to test you. Whatever 
for his constant “Where was I?” it is 
relatively unimportant. Your ability to perform effi- 
ciently in a situation such as this is the really im- 
portant thing. 


the reason 


Let's look at some suggestions that will help you 
to solve your problem. First of all, make sure you 
are a good reader of shorthand. The only way to be- 
come an accomplished reader is to read, read, read. 
Every month you get this magazine, with its pages of 
shorthand plates. Read all of them. Maybe, for you, 
even this will not be enough reading practice. In 
addition, try to get hold of some shorthand textbooks 
and set vourself the stint of reading a certain num- 
ber of pages every day. Should you have a dislike 


How to handle the problem dictator 


M. 






STEWART 


for textbooks. you also have the choice of purchas- 
the that 
hand and published in pamphlet form. 


ing some of stories are written in short- 

Secondly. strive for perfect legibility in your out- 
lines. Possibly you already have been embarrassed 
by not being able to puzzle out one particular out- 
line when asked to read back. An incident like that 
makes you most conscious of the fact that you have 
a problem! 

Of course, youll need writing as well as reading 
practice. Copy from shorthand plates, being careful 
about the length of strokes and the size of circles, 
exaggerating them at first. Practice the penmanship 
textbooks, and the OGA 


tests found in this magazine. You will discover that 


lessons in your shorthand 
systematic copying practice will result in your writ- 


ing easily read shorthand. 


KNOWING HOW TO READ BACK Will help vou to do your 
job to the complete satisfaction of your boss—and 
there are tricks to reading back properly. Read fairly 
slowly. You will be surprised at the number of times 
you will be able to make out a poorly written outline 
because your slow reading gave you the sense of a 
group of words. And as you read that poor outline, 
you may have time to rewrite it. 

Trying to read back rapidly is just not smart. 
Think how silly you will look when you have to come 
to an abrupt stop because you cannot read an outline. 
Too, if your dictator is fogbound, he won't get the 
sense of words if they are rattled off. 

You probably already know that, if your boss has 
been interrupted when dictating, you should read 
back the last dictated sentence without being asked. 
But, when he asks you to read back so that he may re 
capture his train of thought, be sure to start back 
far enough to give him the full meaning. After 4 
few such sessions, you can easily determine exact) 
how much you will have to read before he can get 
under way again. 

Here is the gist of the solution to your problem: 
Be a good shorthand writer and reader who knows 
enough not to read back too fast and who knows how 
far back to start reading. Then you will have no dit 
ficulty taking dictation from a fogbound dictator, ™ 
matter how fogbound he may be! 
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LEXANDER GRAHAM BELL came up with a 
A pretty handy gadget when he invented the tele- 
phone. Since its invention the telephone has been 
constantly improved, and the telephone company and 
other organizations have been providing us with many 
convenient services. Here are just a few of the things 
that can usually be done by phone. 


In ease the sky is clouding up and you are wonder- 
ing if by afternoon your boss will be able to take 
the plane .. . you can probably pick up your phone, 
dial the proper number (see “Weather” in your phone 
book), and an operator will give you the latest weather 
report. This service is provided in most principal 
cities. 


In ease you are working alone in the office at night 
and you happen to notice someone tinkering with 
the lock on the outside door quickly pick up 
the phone and dial “Operator” (the zero). Say, “I 
want a policeman,” and give her the address of your 
office. She will see that the police are there as fast 
as possible. In case of any emergency—you need the 
fire department, a doctor, an ambulance, the Coast 
Guard—just call the operator, and she will see that 
help comes immediately. 


In case you must contact your boss, who’s on board 
a ship bound for a Bermuda vacation 
reach him by using your phone. It is possible to con- 
hect any telephone in the United States with many 
ships at sea. Ship-to-shore service can be available 


you can 


in a small cabin cruiser (is your boss a yachting fan?) 
as well as on a transoceanic liner. Bell System mobile 
service, which combines radio and telephone in send- 
ing messages, is available to automobiles, boats that 
Ply coastal and inland waterways, and passenger 










BY ADRIENNE FROSCH 





TURN TO YOUR 
telephone 


You should know about these 


telephone services, in case... 





trains. If these means of transportation are properly 


equipped, it is possible to be connected with them 
from any phone. 


In ease your boss wants to telephone someone in 
Calcutta 
seas call through your long-distance operator. If you 


. you can make a person-to-person over- 


dont have the number, try to provide the man’s 
business connection or the name of his hotel or some 
address that will facilitate the call. The call will be 
handled on an appointment basis—the operator will 
arrange to connect your boss with his party at a 
specific time that, because of the time differential, 
will be convenient to them both. You wouldn't want 
to rout the Calcutta man out of bed in the middle of 
the night, you know. 


In case your boss wants to have a conference with 
three men, although each of them is in a different 
city . . . it is possible to have the operator arrange 
a conference connection for you. This means that 
several people in different places can hear and talk 
to each other at one time. All you do to get this 
service is call long-distance and tell the operator 
you want to make a conference call. She will arrange 
an appointment whenever you wish. 


In case no one will be in the office at certain times 
during the day but you want to be sure that all 
phone calls will be taken you can probably 
hire a telephone answering service that will keep 
a record of exactly who phoned, when the call came 
through, and will even tell callers the time you ex- 
pect to be back, if you wish. These answering services 
are private businesses, not a part of the telephone 
company. They are available in many cities through- 


out the country. (Continued on page 49) 
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I, THERE! I'm the Mimeo Kid, a mimeograph 
H stencil, and I've come to tell you how vou can 
put me to work to do a “bang-up” job of turning out 
beautiful mimeographed copies. 

So, ['m a stencil—but what is a stencil? Well. let’s 
start with my face. My face is a tough. porous tissue, 
covered on both sides with an ink-impervious coating 
(which simply means that the ink won't go through 
my surface unless a mark is made on my face to let it 
through). When you strike me with typewriter type, 
the coating is pushed aside by the type, allowing ink 
to pass through. 


TYPEWRITER TYPE 
PUSHES COATING 














ASIDE 
ating STENCIL 
_ Gye. COATING 
>, JR) 
“allie: : 
: Cots 
STENCIL 
\ FIBRE 
CROSS SECTION OF aie, 
a 
PORTION OF STENCI 
ORTION OF STENCIL calidon 


IN WHICH THE LETTER 
"a" HAS BEEN TYPED 


Now, when a sheet of paper is brought into con- 
tact with a stencil, the ink that has penetrated the 
opening is transferred to the sheet of paper in the 
exact image of the opening. If you have done a good 
job of typing the stencil, the final copy will be clean- 
cut and distinct. 

How do you know when you have done a good typ- 
ing job? That’s easy—when you finish typing. hold me 
up to the light. If you see that the opening for each 
letter is clear and distinct, you will be pleased with 
the results. 

I'm made up of three parts: (1) the stencil sheet. 
or my face; (2) a cushion sheet; and (3) a backing 
sheet. The backing sheet is a specially oiled. strong. 
smooth. uniformly thick sheet that gives a firm back 


and helps overcome any bumps on your typewriter 


Meet the 







STENCIL 
SHEET 


/<— CUSHION 


<—---—- BACKING 


platen. When vou are ready to type, always insert my 
cushion sheet. Why? Well, it cushions the blow of the 
tvpe key and also increases the visibility while typing. 


The cushion sheet may be made of white or black 


fiber, or it may have a shiny coating—it all depends on 
the stencil you use. 

The stencil sheet proper, my face, is the colored, 
waxy sheet on which vou type. draw. write. or letter 
1 may be surfaced with a blue, yellow. orange, o 
green stencil coating. I'm manufactured by several 
leading companies in the duplication field. I was first 
invented by a young man by the name of A.B. Dick, 
way back in the 1880’s—wouldn’t he be surprised if he 
could see the 1954 version of me! I come in a number 
of different sizes and colors—all designed for differ 
ent purposes, 

Sometimes you will see stencils with a film (a sheet 
of cellophane) over the stencil sheet. When you typ 
over this film, more coating is pushed aside and the 
opening is broader, which allows more ink to pass 
through. So, a broader, blacker copy will be obtained 
if vou use “film.” Another advantage of film is that i 
minimizes the cutouts if your typewriter type is wr 
usually sharp or if your platen is too hard. Perhaps 
you've had trouble with o's and e’s falling out; the use 
of film will correct that trouble. Personally, | recom 
mend the film—it gives me such a nice, sharp, clea 
look. Film may be purchased separately and used 0 
any stencil. 
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‘}Mimeo Kid 
] By Lura Lynn Straub 


How po you “TYPE” A GOOD-LOOKING STENCIL? That's l. Top edge paper-guide line, which automatically 
easy. Follow the simple steps outlined here when you provides a top margin for your copy 
have a job of duplicating to do, and youll be proud 2. Typewriter scales at top and bottom for both 
ak in tele. pica and elite. 
3. Post-card boundary—dash outline in top center. 
J. Prepare vour typewriter: ‘ Cente r line. 
a. Disengage the ribbon ( put the ribbon indi- ‘ Vertical line spaces 
A: act 6. Warnings to show how far you are from the bot- 
b. Clean the tvpe thoroughly with a stiff bristle _ tom ot the paper 
or wire brush. While you are typing the stencil i. The minimum side margins. 


even one stencil—stop two or three times to clean 
the tvpe again 

Your type must be clean. or vou will not get a 
good. clear copy 


9 Insert the cushion sheet between the — stencil 


sheet and the backing. If the cushion sheet is the 
my kind that has a shiny side. put that side against 
the my face. Put the stencil in your typewriter smooth- 
ing. lv. Be sure that it’s in straight and that there are 
Jack no wrinkles 
5 On 3. Strike the kevs with a sharp. quick stroke—slow 


down Vou speed. 
4. Use a firmer stroke for all capitals 


red ~ 
). Use a lighter stroke for punctuation marks, such 
otter 
lS periods Lida Oy basS 
or 
veral Oopus, DID YOU MAKE A MISTAKE? Don’t worry. others 
first 


do, too Follow the directions on the stencil package 


Dick for the 


fo 

if he vou know, it pays to read and follow directions 
s | 

mper some say 


particular kind of stencil that you are using 


' to apply a thin coat of correction fluid 
iffer- allow it to drv. and then lightly retype. Other kinds 


suggest that vou first rub the spot lightly with the 
sheet round 


end of a burnisher to close the waxy pores; 
type 


then apply the correction fluid, let it dry slightly 
d the ind finally retype with a normal or slightly lighter 
pa» touch \lany people make the mistake of giving ex- 


— 
ane’ tra emphasis to a correction by hitting the letter 


hat i too hard, which makes it stand out like a sore thumb. 
is Ul If you follow the instructions on the box carefully 
rhaps your corrections will not be detected by even the 


1e US most observant boss. 





eco 

clea! How po you “position” your copy of the. stencil 
, yn nat? | . 

ed ( sheet? The manutacturers have indicated these guides 


to give you the help you need: 
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PENHE RADIO ANNOUNCER extolled the praises 
| of New York Central’s famed 20th Century Lim- 
ited—“stainless-steel streamliner . . . luxurious club car 

.. barber shop. and the free services of a traveling 
secretary.” The last part—an interesting job? 

“Interesting job? It sure is,” grinned Ray Anderson, 
one of the four regular secretaries on the Century. 
“It doesn’t even seem like work to me. After my two 
davs off. I actually look forward to it.” 

Rav works on a schedule of two days on the job. two 
davs off. With the regularity of a suburban commuter. 
he comes to New York from his home on the outskirts 
of Chicago. “Yet after seventeen vears of this.” Ray 
commented, “I still haven't had much chance to see 
New York, for Um in at 9:30 in the morning and out 
again by 6 o'clock the same evening. And after the 
last passenger is off the train, I have to make up my 
reports that go to our passenger and traffic offices. 
Then, generally it’s a shower, dinner, and a chance to 
catch up on some sleep before getting ready for the 
return trip.” Ray went on to explain that there are 
specially provided bunks in the locker room for train 
crews. “Some railroad men work rather odd hours, 
so we catch up on our sleep when we're in Grand 
Central Station.” 

Traveling in one of the world’s most famous trains 
is just routine to Ray. Movie stars, important business 
executives, and big name celebrities—often traveling 
incognito—are on almost every trip. Part of Ray's job 
is to see that passengers get any special secretarial 
service that may be required. Sometimes there have 
been important movie or television scripts to be re- 
typed before the end of the run; sometimes big  busi- 
ness deals have been transacted on board the train. 
and Ray is called on to record the details; sometimes 
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Ray Anderson is one of four secretaries 
who travel regularly on New York Cem 
tral’s streamliner, the 20th Century Lim 


ited. His services are free to passengers 





a writer will be struck with an inspiration that is too 
good to lose, and he will dictate it to Ray as the) 
fash through the nighttime countryside. Often there 
are telegrams to send, speeches to be recorded. and 
letters to be prepared for busy executives who want 
to make the most of their time on the train. Ray never 
knows what his next secretarial assignment will be, 
but it is almost certain to have the excitement of 
urgency and importance. 

“Not really exciting, though,” Ray will modestly as- 


sure you. 


IN ADDITION TO HIS WORK FOR PASSENGERS, Ray has 
several chores of his own during the trip. For instance, 
he distributes newspapers and magazines to the var 
ous cars (just one of the many free extras that add 
to the luxury of travel on the 20th Century Limited). 
He also must keep track of how many telegrams ae 
sent, how many letters he prepares, and all the secre 
tarial work performed for passengers. Most impor 
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As secretary. Ray handles all telephone calls 
that are sent or received enroute. It is possible 
for passengers to phone all along the Cen- 
turv s 96]1-mile route from New York to Chicago. 





The Twentieth Century Limited passes Storm King Mountain. 


aries # 
Cen- 
Lim. 


While passengers sleep, Ray transcribes 
the dictation he has received earlier 
in the evening. Neatly typed letters and 


manuscripts will be ready on arrival. 





tor tant. Ray also keeps a record of exactly who occupies forms passengers of his title. After the phone calls 
hey what space. Using the conductor's list, he checks the have let up and everyone has settled down for the 
ner names and compartment numbers of all passengers trip, Ray tackles a few of his clerical duties. He takes 
and he has to know where to locate each person in cast special note of the location of any doctors on board 
vant a telegram or a phone call comes in. for not infrequently a passenger will need medical 
ever Phone call? attention. Sometimes it is impossible to find a doctor 
be, “Sure—just routine.” says Ray. “Regular telephone on the train 
t of service is available all along the line. Until last fall It was on one of these occasions some time ago 

you could make a eall only while the Century Was that a passenge! had a severe attack of asthma The 
J as- east of Buffalo. Now we phone from any point alone Century had just passed beyond the range of the last 


has 


the route \lost of the calls come right after we leave 
New York. A lot of people do it just for the novelty of 


it. You know ‘Hello. Mama. fuess where | am!’ But a 


phone station at Buffalo, and every precious minute 
it was another mile further away. Ray decided to try 


it, anvway. He flashed the operator and waite da few 


nce, lot of people call to tell their wives about a_ last- breathless moments. Then finally he heard the faint 
vari- minute change of plans or to ask where she packed voice of the Buffalo operator. Shouting into the 
add the Pajamas phone he quickly explained the emergency and 
ed). asked her to get help Thanks to Ray's speedy action 
; are Ray's Orrick 1s LOCATED in the middle of the club and the efficiency of the operator, an ambulance and 
ocre- car, a little cubicle next to the barber shop He has a doctor were waiting when the train pulled into the 
)por- no door, but the word “Secretary” on his pocket in- Erie station. (Continued on page 46) 
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\ supervisor must learn to delegate her lesser responsibilities to others 


Growing on the Job 


It's important to both the supervisor 


and those in her department 


BY MADELINE S&S. 


ag URES SHOW that the aver- 
a age person 1s hired for three 
main reasons—the kind of person 
he is, what he can do, and his abili- 
tv to grow. This month, we are 
mainly concerned with the last rea- 
son, for there are two kinds of job 
growth in which you, as a super- 
visor, will be interested—vour own 
growth and the growth of those in 
your department. 

Perhaps one of the most impor- 
tant requisites to the growth of a 
supervisor is an open mind, The 
supervisor who will listen, when a 
new idea is presented from man- 
agement, instead of saving, “Oh. it 
just cant be done —the supervisor 
who is filled with enthusiasm and 
wants to make her department the 
best possible—the supervisor who 
studies and takes courses because 
she wants to understand better how 
to work with those in her depart- 
ment—is certainly the type of super- 
visor in which business is inter- 
ested. 

On the other hand, the super- 
visor who has a closed mind and 
is often bogged down with detail 
(instead of delegating it )—the 
supervisor who is so cluttered with 


20 


STRONY 


busy work that she has no time for 
planning or helping her people— 
the supervisor who is doing every- 
thing today exactly as she did ten 
vears ago—is undoubtedly the tvpe 
of person Charles F. Kettering must 
have had in mind when he said: 

“LT dont want men of experience 
working for me. The experienced 
man is always telling me why some- 
thing cant be done. He is smart; he 
is intelligent; he thinks he knows 
all the answers. The fellow who 
has not had any experience is so 
dumb he doesn’t know a thing can't 
be done—and he Foes ahead and 
does it.” 

Then we have the supervisor, like 
\liss Shepard. who has had “fifteen 
vears ot experience. However, she 
doesnt have fifteen vears of experi- 
ence—she has one vear of experience 
repeated fifteen times. Miss Shep- 
ard tells you, “This organization 
doesnt really give a woman a 
Yet her employer, in a 
separate interview, said, “We'd like 
a Woman vice-president in person- 


chance.” 


nel because we employ so many 
women. We've had our eves open 
for a promising woman for some 


time. but we are getting discour- 
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\lost 


dont 
know anything about the ‘basics’ of 


aged. women really 
business.” 

When a man was given the job 
\liss Shepard 


commented, “IT told you they never 


of vice-president, 


give a woman a chance here.” 
What a contrast Miss Andrews 
is to Nliss Shepard! \Mliss Andrews 
Was secretary to the director of a 
large publishing house. She per- 
formed her duties as a top secretary 
and learned much about the pub. 
lishing business from her empiover 
and from the many courses she 
took over a period of secen vears, 
One day it occurred to her that 
there was an operation in her de- 
partment that was being sadly neg. 
lected because no one was handling 
it full time. It seems that mam 
book 
newspapers were cager to reprint 
portions of the books Miss Andrews’ 
company was publishing; and, be- 


clubs. reprint) houses, and 


cause no one had time to vive to it. 
reprint rights were being granted 
haphazardly, without bothering to 
check current rates or without mak- 
ing anv charge at all. Because sh 
hated to see all this money being 
lost to her company, she went to 
her boss and suggested that some- 
one be appointed to handle this 
operation full time. 

\liss 


much pleased, and decided that she 


Andrews boss Was very 


was the logical person for the job 
since she was so enthusiastic about 
it and already had the details well 
in mind, 


\liss Andre WS 1S head Or 


Today 
What is known as the Subsidiary 
RKichts Operation of her depart: 
ment: and besides selling reprint 
rights at the current rates to thos 
who request them, she has. the 
added responsibility (and pleasure 
ot discovering others who might be 
interested in obtaining movie, ra 
dio. and TV rights to the various 
beoks published by her compan) 
Yes, Miss Andrews is a supervisol 
now, in charge of a group of peo 
ple who help her to carry on het 
work. 

You would think that after sev 
eral vears of Courses on printing 
and publishing she might feel that 
she knows all about this line. To the 
contrary, however, she recently i 
formed me that, “In just a fe 
weeks I am starting a new cours 
in Copyrights. That is one phas 
| don't know 4 


Continued on page ? 
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Winning Promotions 


sy Elizabeth 


What does your boss 


plan for you ? 


NE OF THE CORNERSTONES of success is 

( ) ambition, and you're certainly lucky if you work 
for an ambitious employer. As he earns promotions 
for himself, you have a wonderful opportunity to ad- 
vance with him. When he jumps from assistant man- 
ager to manager, for example, you are the logical 
person to move up with him—if you are promotional 
material. Even if you are just a tiny cog in a large 
office, however, you may still be singled out for pro- 
motion if you are ambitious and want to advance. 
Every employer is delighted when he finds em- 
plovees with above-average qualities. By gradually 
giving such employees more and more responsibility, 
by noticing how efficient they are becoming at their 
work, the boss is already marking them for promotion. 
Though your advancement may come as a result of 
the boss’s receiving a promotion, more often it will 
happen because you have been willing to assume 
added responsibility and have proved yourself to be 


an abe Ve-average employee. 


WHat CAN you po to help fulfill the boss’s plans for 
you, to earn a promotion? How can you encourage 
the boss to give you more responsibility, so that you 
will deserve an advancement? Well, it is a gradual 
process, but let’s start with your attitude. Loyalty to 
your boss and to your company is never unrewarded. 
Let people know that you work for a wonderful em- 
ployer and firm. Refuse to take part in gossip that 
may have as its target members of your firm or its 


F. Trumper 





Illustrated by ERNIE BAKTH 


business tactics. Your attitude should be one of pride 
in your job and in your employer. 

Your manners and your voice both have an impor- 
tant bearing on winning a promotion. The little every- 
day courtesies of “thank you” and “please,” in a well- 
modulated voice, earn respect for you. Recognizing 
the rights of others in the office shows good manners: 
and, add to that a winning smile and a cheerful man- 
ner, and people will feel that you’re a nice person 
to have around. 

Among the ways you can show the boss you are 
worthy of promotion is the perfection of all the skills 
you use on your job. For example, the more accurate 
a typist you become, the more time there will be 
for other things. Your letters must be typed neatly 
and must be well arranged. In dictation, you must 
be speedy enough to catch your boss’s fastest spurts 
of inspiration. Your filing system must be so well or- 
ganized that you can immediately find any needed 
material. You should be able to use all the office 
machines competently, from duplicators to the vari- 
ous adding machines. If you show a weakness in any 
of the mechanical skills, get busy at once, for you 
wont be promoted if your work is slipshod and has 
to be done over. 

Does your boss allow you to handle confidential 
matters, knowing that you can be depended on to 
keep these things to yourself? That is one way he 
indicates that he is beginning to rely on you. Make 
sure that you live up to his expectations. 
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Another way in which you can show the boss that 
you are worthy of promotion is by co-operating with 
everyone in the office. When you are through with 
your work, ask the others in the office whether there 
isnt some work you can do for them; but be sure 
you have done all your own work first. Assisting the 
others in the office shows a helpful willingness to 
co-operate, You might even stop at the boss’s desk 
on the night he is working overtime to ask him 
whether there is any work that you can do for him 


before you go. 


When and how to ask 


Another way to work for a promotion is to make 
every effort to keep informed on current events and 
on the general business scene. Read the trade maga- 
zines to find out about your competitors. Acquir 
a well-rounded general knowledge. You never know 
when such knowledge will be helpful in the dail 
contacts you make, both in the office and in vour 
social life. To be able to hold an intelligent and ip. 
teresting conversation with an Important visitor js 
a wonderful way in which to increase your value to 


your boss. 





} 


= 75) I! 





fora raise or promotion 


\ OST LARGE COMPANIES have a policy of 
: automatic increases in pay until a maximum 
amount is reached. If you work for such a company, 
you may expect regular increases. However, there are 
some instances when you may be skipped. Before 
going to your boss to find out why, first consider all 
the possible reasons. For example, have you reached 
the maximum for your particular job? In that case, 
the only way that you can earn more money is to set 
your goal for a different job within the organization. 
Another reason for your not receiving an increase may 
be a bad attendance record or the poor quality of your 
work. You must, of course, deserve an increase. 

So, before going to the boss, do a little soul search- 
ing to save yourself embarrassment. Of course you are 
disappointed, but you may have a second chance. 
Make the best of it; and, by the time the next auto- 
matic salary increases come around, be sure that the 
quality of your work and a good attendance record 
will assure your being included. 


PERHAPS YOUR JOB HAS CHANGED so materially over a 
period of time that you are doing the work formerly 
performed by several other workers in the organiza- 
tion. Before asking for a raise, be sure you are not 
simply being imposed on or that you are not merely 
doing what was originally planned as part of your 
job. If you honestly feel that you are more efficient 


and have been able to absorb the duties of several 
others, then you certainly are justified in going t 
the boss to talk over with him the added _ responsi- 
bilities you have assumed. 

Another instance when a raise may be justified is 
when you can point out increased business vou have 
brought your firm directly through your own efforts 
If very concrete evidence can be assembled to pre 
sent your case, it should be easy to prove your it- 
creased worth to your company. Or you may be abl 
to show where you have saved your firm many dol- 
lars through some time- or effort-saving system you 
have developed. You feel you should be rewarded 
for the added savings to your company; and it should 
not be difficult to prove your point. 

You may be justified in asking for a salary it- 
crease when you have increased expenses connected 
with your job. A change in hours may mean an extra 
meal eaten away from your home, while a change 
the location of your office may be added _ transpor 
tation cost. Possibly you have been asked to move 
to another community where a new branch office 
being located but where, unfortunately, your living 
expenses will be much higher. If no provision is made 
for this at the time you move, you will be justified 
in asking for an increase to make your net sala) 
at least commensurate with the one you have bee! 
receiving. 
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Suppose you have grown professionally—are you 
worth more to your employer? Let’s say you have 
earned your Certified Professional Secretarial rating. 
That has meant hard work and long hours of study. 
Or perhaps you have completed some intensive course 
in the evening school of your local college—are you 
worth more? In all probability you are doing your 
work better—are assuming more responsibility—and 
have gained a better understanding of the problems 
of management. These are facts that really should 
mark you for a promotion. 


FoR ANY OF THESE REASONS, then, you decide you 
deserve a pay increase. How do you ask for it? Know 
by heart all the facts, so that you can present them 
logically. Then ask for an appointment with your 
boss. If you have to go through the boss’s secretary, 
ask her for an opportunity to talk with him about 
a personal matter. She will probably try to break 
it down into what vou want to discuss, but just. re- 
peat, “Its a personal matter.” and that should be 
convincing enough. Don’t try to get an appointment 


on Monday or at the end of the week. as those times 


re the busiest for most emplovers. The afternoon 


When vou 


should say “No” 


you ARE an excellent employee; you do your work 

exceptionally well. and the boss has just called 
vou in and told vou he is promoting you to a more 
responsible job with more pay. \re you evel justified 
In saving “No” to the offer? 

There are several occasions when it would be right 

refuse. First. if vou know. let’s say, that vou are 
eing married in four or five months and are not 
planning to work after your marriage, it would be 
only fair to tell that to your boss so he can begin 
to train someone else for the promotion. It would 
hardly be fair to accept more responsibility and mort 
Pav when vou know that you are going to work for 
such a short time more. 

\ second case in which you might Say “No” is when 


you know the promotional opportunity would tax you 


TODAY'S SECRI 





“TARY @ March, 1954 23 


after lunch, in the middle of the week is probably 
the best time. A good opening remark is, “I want 
to talk with you, Mr. Jones, about my work.” Then 
go into the background of the situation, explain- 
ing why you feel that you deserve an increase in 
salary. Don't approach the subject with a chip on 
your shoulder but remain well poised and _ pleasant 
while he questions the merits of your case. If you 
are well prepared, you should be able to offer con- 
vincing proof. 

Listen to his side, too, because he may have other 
plans for you. He may want to think over what you 
have told him, and he may want to consult with 
other members of the firm or with others in a super- 
visory position. Be sure to thank him tor his time 


and for whatever he has been able to do for vou. 


BE CAREFUL HOW YOU GO OVER HIS HEAD if your im- 
mediate boss doesn't satisfy your request. If his an 
swer doesnt satisfy you, tell him so. frankly, and 
let him know you are going to the executive ove 


him. It is much better to get the matter settled one 


wav or the other so that vou won't hold resentment 
that will affect the quality ( 


f vour work 


physically and mentally wavy beyond your capacity 
It is smart to know your limitations. But be sure 
you are refusing because of definite limitations and 
not because you lack ambition Or self confidence Ol 
faith in vourself. Once you refuse an advancement 
you will find it difficult to persuade the boss to give 


you another opportunity. 


FINALLY, suppose that you have accepted a job that 
promises to be all you have ever dreamed of, and 
you go to your present boss to tell him you are 
leaving He offers to meet your new salary and per- 
haps give you a more responsible position. Will you 
sav “No”? If you don't. you will always wonder about 
that new job and will probably regret not having 


made the change 





T lh e Ss la i Vv » i «ft ure business. They, too, must be able 


to relieve their bosses of minor de- 
" : ” tails and duties. 
for Secretaries 
Carrecory C is comprised of senior 
stenographers. These stenographers 
must be able to transcribe fairly 
.* PAYS to be a secretary, and Carecory A contains only private difficult dictation, must have 4 
it 


pays quite well. How well is secretaries—fully experienced, ex- knowledge of proper letter forms 
shown in this survey compiled by tremely competent girls who are and complicated setups, must be 
the National Office’ Management secretaries to senior executives. familiar with company routines, 
Association. These figures represent They perform work of a confiden- They may work in steno pools. 
the average salary, as of Septem- tial and technical nature and re- 
ber 1, 1953, paid to four different lieve their bosses of minor duties. IN carecoRY D are the junior ste- 
grades of secretarial workers. Nat- nographers, who take and tran- 
urally, experience and length of IN carecory B are the secretaries scribe routine dictation involviag 
service must be considered in com- Who have only slightly less respon- generally used business — tering. 
paring any salary with the aver- sibility. They are secretaries to They must have a general know! 
ages. The four secretarial cate- executives and must be well versed edge ol company routines and. set. 
gories are: in all the technical language of the lps, 


Average Weekly Pay of Secretaries in 52 American and Canadian Cities 








City and State or Province \ B ( 1) City and State or Province \ B .. D 
Birmingham. Alabama . oo. o. 0.0. 63 57) S59. OU Greensboro. North Carolina 2... 65 55 SO 
Phoenix, Arizona... 0. 0... 608) 05) 59D 82 Cincinnati. Ohio 2. 2... OT OT 
Los Angeles. California . . . . . 7) JO 61) 62 Cleveland. Ohio 2...) . OTD 08 OOD 56 
Sacramento. California... 2.0. SO) 73) 63 57 Pulsa. Oklahoma . 2... . . . OO) 609) 65) 55 
San Francisco. California 79 | 67) O1 | 54 Portland. Oregon 2. 2. kw. 05 02 5 
Bridgeport. Connecticut. 2.0. 0. 73) 66) 00) 55 Philadelphia. Pennsylvania. 2. 0.) 75) 650 57 MS 
Hartford, Connecticut 2... 0.) . 675) 620 57 OI Pittsburgh, Pennsylvania...) 2 77) 0600 55 50 
Wilmington. Delaware . oo...) 679) OO] a) oo Providence. Rhode Island . 2...) 62. 52 13 | 43 
Miami, Florida. . . . . «. « «| &$) 55} 56) 48 Spartanburg. South Carolina 2... 00 51) 16) TI 
Tampa, Florida ... .. . «| él!) 54! 54] 16 Knoxville. Tennessee... 0.0 6. 79 0600 67 282 
Atlanta. Georgia... ... «| @b| 30) 56 ite Vk mphis. Tennessee . oo... GO O55 5 
Boise, idaho . . . . «6 « « «| &| 39) 56| 47 Dallas. Texas 2... ww. TU 07) 05 
Decatur. Illinois . . . .. . «| @ | 3560) 55| 1 Houston. Texas 2 « ow ew sw | 82170 GIS 
lidianapolis, Indiana . e ‘ is r fa 05 aS 51 Ric hmond. \ irginia . ° ° e ° e 02 50 5] 18 
ides Macemes, fowe ... « «+ « « «| 63} 33] SI 1] Seatth. Washington . . 2.0. 0. . 72 65 62. 59 
Louisville. Kentucky 2... 0... OT Oo 58) 52 Wheeling, West Virginia... .) OF 55) 55 OO 
New Orleans. Louisiana... 0.0.) 78 GL OO) OSI Milwaukee. Wisconsin 2...) . 0. 76, 66 60) Sl 
Portland. Maine . ... . . ./ 39] 50] 50] 48 

Bosion. Massachusetts i or ; ,| 66) 56:1 52 17 CANADA 

Springhield. Massachusetts . 0.0.0. 67.57) 52.19 

Detroit, Michigan. . . . . . .| 82| 73 | 67| 60 Caleary. Alberta » * 4 60 50, 18 W 
Minneapolis-St. Paul. Minnesota. 2. 608 58 51) 16 Victoria. British Columbia. 2...) 500 47) 3 
Jackson. Mississippi 2. 0.0.0.0. 620 «50 ST 85 St. John’s. Newfoundland 2.0.0.0 WG AE 37) 82 
Qmaha. Nebraska. . . . . . «| 67| 61} 53 | 46 London. Ontario . 2...) . 83 TE AD 00 
Newark. New Jersey . . . . «Sw | 77 | 67) 608} 53 Niagara. Ontario... . we. (59) SI 8 Al 
New York. New York . A 2 : | a Ob Ov) 52 Toronto. Ontario . ; . P P . 55 1G 1) 
Rochester, New York. . . .) .) «| 7 | 67! 62) 55 Regina. Saskatchewan 2...) 2) 53) 18) 50) 
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words 


Just Teasers 


BY E LILLIAN HUTCHINSON 





HOW ARE THEY PRONOUNCED? 


Which would you choose? 


1. Which one of these words 
sVllabl a) exquisite, (b 
(d abdomen? 

2. Which one of these words is 
svilabl a refutable b 


d eczemar 


) Which one ot these words 


pe rfume? 


secretive ‘ 


is accented on the first 


acclimate ( detail 


accented on the second 


primarily 


is accented on the final 
svllable a irate b) combat ( 


pretense, d 


} Which one ot the sé words should be pronounced tS 


two svilables only a film b 


ithlete. d everve 


carame!| ( ¢ 


». Does the svilable new in neu spaper sound most like 


a a cal Ss mew h a COW S moo ( al day ‘ 


noon d i horn’s toot? 





EL OR LE ENDING? 


( omple te the following words by adding either 


l or le. whichever is correct. 


CORRECTION, PLEASE! 


Each sentence below contains a common erro! 


in English. Make the necessary corrections 


| Phe CAPCTIChHce surely learnedl me i lesson 


2. Place thes envelopes with them other 


3. Because of the rain, very many people did not go 


1. | wish I could draw like sh 


coe 


5 Phe cleanin: tisk ure divided wUnoOnY Mary wane like 


6 Us typists wish to yak a suggestion 


7. Can | borrow your eraser, | 
8. Each salesman must submit 
Y Dan is a boy whom I think 
10. Will I make an appointment 


he “use? 


their expense account 
will go far 


for your 





WHICH DEFINITION? 


In each of the following sentences, choose the 


definition that really defines the term that. is 
in. italics 


\ rt i My icking ise h i slog 
wing d i woodcut 
= l ! hie t attac | wages te pas 1 ce ht 
] 
Pppro} ile nh cmplovers ones ( to try 
{ ree t eY process, | t trv to effect a 


One t whom a li bt is owed IS a i creditor h 


debtor in auditor d i referee 

{ ) } } 

t On ho has authority to represent another in a 
] j 
OU transaction with a_ third person is a 
nota | blic h i jobber ( in agent ad 





TWO WORDS, ONE SOUND 


The pairs of brief definitions given below ce 


fine words that sound alike but are spelled diffet 
ently. What are these words? 


1. The pathway of the bride to 


3. A part in a play. To move « 


1 To take unlawfully. A form 
5. A fragment. Freedom trom w 
6. Audibly. Permitted 

Guided. A very heavy metal 
8. Arranged compactly. An agre 
9. To knock. To enclose 


LO lo travel by water The act 


(Key 


the altar. A small island 
Tha hind part ol the foot 


TIM ira by turning ove! 
ot proce ed ron 


ul 


cement 


ot se lling 


to teasers on page 50) 
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survey of business firms shows that 


aT. P OTE ee 

Ae! Np {A - “ty “ E e 7 ° ° 
ate oy tik, aces twenty words a minute transcrip- 
ALAY - 






tion speed is the minimum for a 
stenographic job. 


7 ee LI ph 
2 
+ 


TO PREPARE FOR THESE TESTS, stu- 
dents and stenographers should 
try their hands now on new-letter 
dictation. The official test will be 
dictated to you only once, and 
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Announcing the New 


T ‘anscription Speed Awards 


BY FLORENCE E., 


7E ARE INTRODUCING 

something new this month— 
Transcription Speed Awards. Tests 
tor these Transcription Certificates 
and Pins will be printed in the 
March, April, and May issues of 
Business Education World, our 
magazine for teachers and _ office 
supervisors. 


Awards will be issued on four 


separate levels of skill—the Junior 


OBE (Order of 


ciency 


Business Effi- 
Transcription Certificate, 
for a qualifying transcript of the 


ULRICH, Director of Gregg Awards 


test typed at fifteen words a min- 
ute: the Junior OBE Emblem Pin, 
for a qualifying transcript at twen- 
ty words a minute; the Senior OBE 
Certificate and/or Pin, at twenty- 
five words a minute; and the Supe- 
rior Certificate and/or Pin, at thirty 
words a minute. 

All the transcription 
though purposely above average 


speeds, 


school accomplishment at this time, 
are, with the exception of the Jun- 
ior Certificate Award test, market- 
able speeds on mailable letters. A 
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eee : mr no other test will be given until 
esas) =k as NTs ; - ; 
“_ ie the following month; so train be- 
aa , a forehand, to be certain of passing. 
A a ere ny _— , P ° . 
we WAL RAG SRY The test itself is not difficult. 
Sehys : re -/ os _ tI SS ony a . 

CS wa ees The letters are routine office letters 
SUaaic See and will be dictated to you at a 
AY 4 | tl oBs 
See (0) 4 Ip comfortable speed; but mailability 
‘ ° j . . ° “¥~ 
as VY will be required—and miailability 
\ » ,% : ” 
PAPtAth ys. means accuracy of transcript, at- 

Wty, ‘* ' ‘ ° : 
RNR — , tractive placement, and neatness. 
wb N =} — The March test consists of two 
a a al Saaie letters of 250 words each. Your 
iS iy teacher or office supervisor will 
Ne * ws 


give you the inside name and ad- 
dress for the first letter and then 
dictate it at SO words a minute. 
After you are given the inside 
hame and address tor the second 
letter, it will be dictated at 100 
words a minute. The dictation 
purposely put well 
within your capacity to take so that 
you will be able to make good notes 
that you can read fluently and ac- 
curately. 


speeds are 


ALL TRANSCRIPTS must meet the fol- 
lowing requirements: 

1. Accurate transcription of the 
subject matter. 

2. Good placement of the tran- 
script on the paper; that is, even 
margins all around the copy, uni- 
form paragraph indentation, ete. 

3. Neat erasures. 

4. Correct spelling and division 
of words. 

9. Correct punctuation, 

Your goal should be a verbatim 
transcript. However, if you make 
an occasional substitution for a 
word in your notes that you are 
not sure of, this will not disqualify 
your transcript if the meaning of 
the letter is not changed substan- 
tially. For instance, you are not 
penalized for writing, “He paid 
just $5,” for “He paid only $5,” or 
for using instead — of 
words (52 for fifty-two ) for figures. 
Get the idea? 

Let me caution you, though— 


numerals 


some dictators are sticklers for ab- 
solute accuracy in transcription 
and, even if your. substitut 


should be better style 








original, they still would want their 
own wording. Particularly is this 
true of a lawyer, architect, engi- 
neer, or scientist. 

You may use the eraser and the 
dictionary, or other helps such as 
20,000 Words, during transcription. 
But the fewer mistakes you make, 
naturally, the less time you will re- 
quire for transcribing vour notes; 
and the better speller you are, the 
fewer words you will have to look 
up while transcribing. 
TRANSCRIPTION TIME will begin as 
soon as you are seated at the tvpe- 
writer, have uncovered your ma- 
chine, and the dictator says, “Go!” 

\fter the complimentary close. 
complete each letter by adding the 
name ot your COMmMpahy or school 
and the title of vour dictator, In ad- 
dition, you will be required to tvpe 
the dictator's initials and your own 
in the lower left-hand corner, and 
to add Enc. 1 if there is an enclo- 
sure with the letter. 

As soon as you have typed the 
first letter and prooted it. take it 
out of the typewriter, lay it on the 
desk and insert the 
next sheet at once for the second 
letter. Dont between 
letters; the time required to com- 
plete both letters will determine 
the award 


beside you, 


lose time 


you earn if tran- 


scripts qualify. 


your 


ARE YOU RARING TO GO? Get set 
by taking some practice tests at 
once and working up your speed 
and accuracy before the first official 
test is given, All qualifying tran- 
scripts of the test letters in the 
March BEW must be submitted by 
April 20. 

How good will you be on this 
first of the Business Education 
World Transcription Speed Tests? 





Teachers, Please Note: 


At the request of numbers of teach- 
ers, we have now replaced all Gregg 
models that 


Awards pins with new 


have safety catches. Rates: 


e 50 Cents each—Shorthand Speed 
pins for 60, 80, 100, and 120 wam:; 
OGA pins; OAT pins. and the 50-wam 
CT pin. 


e 75 Cents each—The OBE pins 
for bookkeeping and_ transcription; 
the CT pins at 60, 70, and 80 wam; 
the Complete Theory pin; and the 


140-wam Shorthand Speed pin. 














| 





MATERIAL FOR OGA TESTS 








{/l clubs of test papers should he accompanied by a typeu ritten list of names to ¢ vpedite checking 
and assure accuracy in making out certificates. Vare h copy is good as members! p tests for O iz. 
CT, and OGA awards until April 20, 1954. See typing tests on pages 42 and 44. 
Junior OGA Test 
Pil os 7 a yr of —, 
. Y 
2o-t tf" 


le fs ee ae A~ K+ Deo 


Fe ee a one 
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ae 


re ee 8M Fe die 
LPF eh EMBED FOF te a A 
Pee er a ye 
OQ “7 ee a ae ge me 


ee ey ae CO ai or we GS 


OGA Membership Test 


“op 


ie tee Cagh Macninge 2 x 
Phin Fa wpe Cae 
er a ee SI * ale 
— ee i 
PPE nasi Rg stl P tae fade 
ww A é2— “2 wre i sins 
Cte wer. os 4 we FP MG 
, de ie te wg 


ge ee Ree 
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INSTRUCTIONS: Copy the tests here 
in your best style of shorthand, trying 
to make your notes look as nearly as 
possible like our expert penman’s notes 
above. The tests may be written in one 
or in two columns, on your regular note- 
book paper or on any other stationery 
that will allow you to do your best work. 
Ruled paper keep 
uniform. 

The Junior Test is offered to enable 
the writer to see whether he is practicing 
correctly. It may be taken as soon as the 
copy can be written creditably. The Mem- 
bership Test is offered for those who feel 
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helps your writing 


that they have developed a good practical 
style of penmanship that will assure ac 
curate transcripts on the job. Acceptable 
specimens entitle the writer to member- 
ship in the Order of Gregg Artists (OGA). 

Test papers are judged on (1) the 
smoothness and fluency of the notes; (2) 
the formation of the characters as t0 
proper curve, slant, and joining; and 
(3) the correctness of proportions mail 
tained throughout the specimen sub- 
mitted. A “Key to the Marking of OGA 
Tests” is returned with any failing papers; 


which gives detailed criticism of the 
faults of style noted by the examiner. 














What's more springlike than polka dots and a 
crisp white collar—especially when they are 
combined so handsomely in this dapper dress 
by R & K! The smart white pique collar blooms 
with a red carnation on one side and is under- 
scored with a collar of the polka-dot fabric. 
Hipline pockets give a peg-top look to the skirt. 
In black, navy, green, or brown. Sizes 10 to 18; 
9 to 17. About $20 at Bloomingdale’s. New 
York; Jordan Marsh, Boston; The Higbee Com- 
pany, Cleveland; Boston Store, Milwaukee; The 


Emporium, San Francisco, 


il, 


a ; 
F 


i 


SECTION, 


/ 











Wh 






top to toe 


Springtime fashions to add 
a fresh fillip to your new Easter outfit— 


or to last year’s favorite 


\ casual coat with an elegant air that will make it 
the backbone of your wardrobe for many seasons. Styled 
by Debuteen in Milliken’s wool flannel, this coat 
sports a trim notched collar, pearl buttons, set-in 
pockets, and loose sleeves that will slip easily over 
your suits. In gray or postman blue. sizes 7 to 15. 
About $30 at Saks 34th Street. New York; Lansburgh’s. 
Washington; J. L. Hudson, Detroit; Younker Bros. 
Co.. Des Moines; The Dayton Co., Minneapolis. 


The spring sailor for 54 is worn strictly on the 

level. We like this gay version by Salfair. Fashioned 
of toyo-cloth. it is banded with tricolor inserts of 

the same straw and trimmed at the front with a pompon 
bowknot. In black, brown, navy, red, pink, white. 

or natural straw. About $3.98 at Macy's. New York; 
Hochschild Kohn, Baltimore: Goldblatt Bros., Chicago; 
Denver Dry Goods, Denver; Bullock’s, Los Angeles. 


aA 


SF 
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\ bit of lace, white-kid trim adds a dressy touch 

to this tapered, aniline calfskin pump by Mademoiselle. 
Especially pretty in “Capri Sand,” a high-fashion 
honey-tan shade that is wonderfully basic for 

any wardrobe. Also comes in standard shades. About 
$16.95 at Hess Brothers, Allentown. Pa.; and 

the J. L. Hudson Company, in Detroit. 


“Popcorn balls” of white straw are strung on 

green straw cords atop the head-hugging crown of 
Debway’s cloche. Shown here in navy and 

white fine-sewn straw; it also comes in 

black, red, pink, ice blue. or wheat with white, 

and in all white. About $7.95 at Bloomingdale’s, 

New York; John Wanamaker, Philadelphia; Stix Baer 
& Fuller, St. Louis; Frederick & Nelson, Seattle. 
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“The Cat’s Meow” is Millerkins’ fitting name for 
this gay I. Miller pump. And its whisker bow and 
mid-low heel make it just the shoe to keep 

your feet happy and pretty this spring. Available 
in two tones of bright kidskin (as well as the 
usual dark shades) and in patent and kid combinations. 
About $16.95 at I. Miller stores in New York and 
Philadelphia; Rich’s, Atlanta; Carson Pirie Scott, 
Chicago: and I. Magnin. San Francisco. 








Deceptively small in appearance. but gusseted to give you 
plenty of room, is Jenny’s clutch bag. In addition to its 
inside compartments and zipper section, it has three pleated 
compartments under the flap, for your compact, change purse, etc. 
In a wide variety of colors. Calf version, $10.50; faille, 

$7.98. At Saks Fifth Avenue, New York; Strawbridge & Clothier, 
Philadelphia; Stevens, Chicago; Meier & Frank, Portland. 








“NEW” FACE FOR SPRING 


joe BAD that, when we're shopping for new 
spring outfits, we can't go to a special beauty 
counter that will sell brand-new beautiful faces. Just 
take your pick and choose the prettiest features and 
the peaches-and-creamiest complexion you want! 
Maybe we can’t have this kind of opportunity; but, if 
vour complexion isn’t all you want it to be, you can 
acquire at least a clearer, brighter face to show off 
under your Easter bonnet. 

The bane of most girls’ beauty is skin blemishes. 
And no one wants to have blossoms on her chin com- 
peting with the blossoms on her bonnet. As with many 
other treatments, a bit of prevention is the surest 
way to develop a clear skin. Once blemishes have 
appeared, all you can do is encourage a slightly 
speedier departure. 


THERE ARE MANY CAUSES OF BLEMISHES, Some, such 
as illness and nervous upsets, unfortunately are be- 
yond our control; but many blemishes are caused 
by what we do—or don’t—eat. Too many midafter- 
noon candy bars and lunchtime malteds are likely to 
take their toll on our faces. Skipping the potato 
chips, the fried foods, the rich desserts and substi- 
tuting plenty of milk, fruit, and all the good-for-you 
foods will make a noticeable improvement. Lack of 
fresh air and exercise makes our whole system slug- 
gish; and this, too, will show up in your face as 
drab or blemished skin. So will lack of sleep. It all 
adds up to this: If you treat your body carefully, 
you can probably forget all about skin blemishes. 

But there is also one other factor that is of prime 
importance in both- preventing and banishing blem- 
ishes. This is cleanliness. We all clean our faces at 
least twice a day; ‘but, if your skin is broken out, 
youll want to wash it a minimum of three or four 
times daily. You'll also want to keep your scalp scru- 
pulously clean, because skin eruptions can have their 
beginning on a scalp that has been allowed to stay 
oily or dirty too long. 

Many secretaries have a tendency to prop up their 
chins with their hands while they are working. The 
result often is that dirt on the hands is transferred 
to the face, ready to invite blemishes. If you have any 
such habits, do try to break them! You know how often 
you've washed your hands at five o’clock and been 


BY HELEN WHITCOMB 


amazed at how dirty they were. You haven't been 
mining coal, but your hands are usually grimy enough 
to do considerable damage to your complexion, And, 
when youre cleaning up, if you discover you've 
left your towel in your desk and some kind soul 
offers to lend you hers, you'll be wise not to accept 
her generosity. Although she means well, she may 
actually be doing your complexion a disservice. Using 
someone else's towel or other cleansing equipment 
is an easy way to spread blemish-causing bacteria. 
Always have your own soap, towel, and washcleth 
and be sure to see that they are kept fresh and clean. 


Di you KNow that there are some special prepara- 
tions on the market these days that are designed espe- 
cially to help clear up blemished skin? There are 
masques that will thoroughly cleanse your skin and 
will provide the stimulation that perks up your 
complexion, leaving your face fresh and glowing. 
There are also cleansing grains, which are helpful 
in working out blackheads and whiteheads. And there 
are medicated lotions that will help dry up pimples 
once they appear. Many of these lotions can also 
be used as powder bases; they will help hide the 
annoying speckles while curing them. 

Another product, not specifically aimed at combat- 
ing blemishes but also most helpful, is an astrin- 
gent lotion. An overly oily skin condition usually 
goes hand in hand with skin troubles. Astringents 
provide stimulation and help counteract the over- 
secretion of oil. (It is the oily film on your face 
that attracts and holds the dirt, making it an easy 
prey for all the dust and soot in the air. ) 

Most skin experts advise that girls with blemished 


skins use make-up rather sparingly. A medicated — 


lotion that will serve as a powder base, plus some 
powder and lipstick are usually sufficient. Pass up 
the heavy pancake make-up, rouge, and other cos- 
metics that are likely to irritate the condition. 

You should begin to see results in about two or 
three weeks. If—despite your good habits and your 
cleanliness campaign—blemishes keep popping out as 
before, it’s time to consult your doctor. But, unless 
your case is complicated by unusual factors, you 
should soon have a pretty-as-springtime face to show 
to the world. 
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For blemished skin, Tussy Cosmetiques 

has prepared “Medicare” Anti-Blemish Set, 
consisting of Creamy Masque and Medicated 
Lotion. Tussy suggests using Creamy Masque 
daily for oily skin, once a week for dry skin. 
Just moisten your face with lukewarm water 
and work the masque gently into your skin. 


Now for the blemishes themselves, 

Tussy Medicated Lotion is designed 

to heal surface eruptions and also to 

hide them. Apply lightly, using fresh cotton. 
The lotion is available in two shades 

and can be used as a powder base. 


Allow the masque to remain for three minutes 
if your skin is sensitive; eight minutes if it 
is normal or oily. Creamy Masque does 


not harden. Remove by splashing on lukewarm 
water and rinsing with a clean washcloth. 
Creamy Masque can be used in place of soap. 
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Simplicity patterns are available at most variety and department stores. 
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\ |) Siping 


; 4618 


4617—With an eye toward Easter, you may want to get started making this perky 
bolero jacket suit. We suggest stripes (with bias cut for the tab-trim detail at the 
bottom of the jacket) and white detachable collar and cuffs. Sizes 10 to 16; 35 cents. 


4597—This jiffy dress and jacket make as smart a spring outfit as any girl could want, 
and they’re also easy to sew. The dress is cut straight (sack style) and belted to 
form a “waistline.” The box jacket has kimono sleeves and, if desired, can be lined 
with the fabric of the dress to create a matched ensemble. Sizes 12 to 20; 50 cents. 


4618—Top fashion rating this spring goes to the stand-away collar, shown here in a 
very smart version. The slim-fronted dress has a deep center pleat in back for flatter- 
ing back fullness. Choose three-quarter or short sleeves. Sizes 12 to 18; 35 cents. 
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re, You don't have to marry a Millionaire! 


EXTRA MONEY! 


STUNNING FREE WARDROBE! 


wai ...all just for showing lovely 


Featuring the Lovely Young Styles 
...That You Love to Wear 


...That Your Friends Will Want to Buy! 


It’s true! You can choose from dozens of 
beautiful styles, all straight from top design- 
ers of New York’s fashion center. You can 
earn extra money too, for vacation and week- 
ends, gifts for your family, and all the other 
things you've been dreaming of. How? Just 
by showing your friends at home and at the 
office the loveliest array of exciting fashions 
and sportswear that you've ever seen! ... in 
popular Junior sizes as well as Women’s! 





oy OTHERS CAN DO IT .. . YOU CAN TOO. 

/ 
x K, Hundreds of working girls just like you have dis- 
a 


> covered this easy, exciting way of turning lunch 
2 hours and weekends into extra money and glamor- 
ous new clothes. You don’t have to work at it full 
time 










- you don’t need any selling experience. After 
all, how much experience do you need to show off 
the lovely clothes every woman wants, or to discuss 
the latest fashions with your friends, You do it 
every day. With the Polly Young Plan the only 
difference is, you get paid for doing it! 


t.| 
¢ YOUR CASH REWARDS START WITH YQUR VERY FIRST ORDER 


That’s right. From the very first order you take for 
these wonderful Polly Young Fashions, you start 
earning big money, You keep your generous com- 
mission in cash — send us the order — and we take 
care of the bothersome, time-consuming details. Many 
of our Fashion Counselors are already earning up 
to $100.00 a month, just by this pleasant, spare- 
time visiting. 


YOU GET YOUR OWN CLOTHES ABSOLUTELY FREE 


In addition to the money you'll earn as a Polly Young 
Fashion Counselor, you'll get your choice of these beau- 
tiful clothes wtihout paying a penny — as an extra bonus. 
As soon as you look through the beautiful fashion- 
magazine pages of your Polly Young Fashion Kit you'll 
see dozens of lovely dresses and separates you'd like to 
have for yourself. In no time at all you’ll have a stunning 
new wardrobe .. . and it won’t cost you a cent. 
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fA SHIONS 


POLLY YOUNG FASHIONS PRACTICALLY SELL THEMSELVES 


What women can resist lovely, up-to-the-minute fash- 
ions? Especially when they’re the very newest 5th 
Avenue styles, personally selected by Polly Young 
from the best New York has to offer! You'll find 
fashion-right dresses in every miracle fabric, washable 
cotton skirts, cuddly Orlon sweaters, beautiful Nylon 
blouses —all guaranteed to fit and launder perfectly. 
You'll find sizes to fit everyone — your best friend, your 
mother, every woman you know. There are lots of the 
fresh young Junior styles and sportswear you love most, 
too. The Polly Young Fashion Kit is just like a big 
New York department store. 


YOU PAY NOTHING — NOW OR LATER 


Everything you need to start earning extra money and 
beautiful new clothes is included in your Polly Young 
Fashion Kit — which is absolutely free! No deposits 
or investments all you need is the will to try. 


DON’T DELAY — MAIL THE COUPON TODAY 


As soon as we receive your coupon, we'll rush you our 
magazine-size portfolio brimming with gorgeous new 
fashions, each one photographed on a prominent New 
York fashion model, just like a page from VOGUE, 
You'll get actual samples of fabrics, too, plus complete 
details on Polly Young’s 3-way selling plan, and every- 
thing you want to know about the money you 
can earn and the wonderful wardrobe of smart 
fashions you can win absolutely free. The sooner 
you start, the sooner you'll have the extra money 
and lovely new clothes you want. So mail the 
coupon now! 


POLLY YOUNG FASHIONS 


Hanover, Penna., Dept. TDS-1 


I would like to earn extra money and a beautiful new ward- 
robe for myself, just for showing Polly Young Fashions. 


Please rush me complete information —at NO OBLIGATION 
TO ME. 

Name 

Address 


City : Zone State 


~ 


we 














For Successful Secretaries 


—and those ‘‘on the way up” 





day 


and the better job you want. 


Here is the most 
for secretaries ever written 
you 1-2-3 answers on 
ceivable office question 


liance in handling 
any job assigned to you 


Complete 





Easier, faster ways to handle every- 
secretarial problems—600 tips 
to help ease your burden of work— 
tactics to put you ahead for a raise 


complete guide 
Gives 
every con 
Helps you 
develop your judgment and self-re 
independently 


Secretary's Handbook 


by Lillian Doris and Besse May Miller 


Examine 10 days free! See for yourself bow this Handbook 


ean help you win greater confidence from 
greater from your 
promotion and bigger pay 


prestige 


How to set up a ‘‘foolproot’’ reminder system 
How to act for your employer when he is away 
How to make smooth travel arrangements 
How to write tetters without dictation 

How to attend to social obligations 

How to keep track of employer's financial affairs 
How to maintain friendly client relations 
How to select your office wardrobe 

How to handie your job and yourself with 
polish and po 

How to avoid neediess overtime work 





i can own 


o 
book a successful secretary 
‘ vet your copy for 10 days’ free trial 


You wet 158-pare HANDBOOK OF 
FREE GIFT NESS MATHEMATICS as a gift 
short-cuts in arithmetic, easy 


accurate figuring 


Shows y 
ways to 
Mail coupon below 


| PRENTICE-HALL, INC., Dept. M-TS-354 
| 70 Fifth Avenue, New York t1, N. Y. 
Send me the Complete Secretary Handbook’’ for 
| Free Examination After 10 days I will either remit 
$1.75 plus a few cents for postage and packing or 
| eturn the book and owe nothing, I am also to receive 
free-—a copy of ‘‘Handbook of Business Mathe 
| mati mine to keep whether I keep the Secretary’s 
H 1 or no 
| Name 
| Address 
| city Zone State 


BUSI 
t 


your employer 
associates, put you in line for 
Check up on helpful points like 


t your own satisfaction that this is ‘‘the most use 
Send coupo 











are nature s Masterpieces 

and YOU can grow them! We 
can't supply the demand for 
these beautiful little trees, 
only 18 inches tall so offer 
you an opportunity to proht from one of 
the world’s least known hobbies. (5 min 
utes daily enough time, window sill enough 
space.) This unusual hobby combines 
pleasure and profit for both now and re 
tirement years. Start now; order complete, 
authentic Ming Tree Kit, only $10.95 
Absolute, money-back guarantee. Minia 
ture Forests, Dept. S, 325 Bankers Trust 
Bldg., Indianapolis 4, Indiana 











MINIATURE (MING) nes) 








7h 


Only by KILUNG THE HAIR ROOT can you be sure 
UNWANTED HAIR is GONE FOREVER. Brings relief 


ond social happiness. Do not use our method until 
you have reed our instruction book carefully and 
learned to use the MAHLER METHOD safely and 


efficiently. Used successfully over fifty years. NEW 





Seno 5° TODAY For Booxter » ReAuty. 


MAHLER'S, INC, Dept. 85-¢ PROVIDENCE 15, R. I. 








GAIN PROMOTIONS, 


increase employment oppor- 
tunities and prestige with a 


College Equivalency Diplo- 


YOUR m Qualify by comprehen- 


Sive examination at home. No 


classes. Free details 


CRAMWELL INSTITUTE, 


(Dept. MS-7) Adams, Mass. 
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Bottle Bracelet. Pretty miniature bot- 
tles bedeck this unusual charm bracelet. 


Each miniature bottle is handmade, 





each is a different shape and_ color. 
Matching earrings also dangle a dainty 
bottle and are available in red, dark 
blue, light blue, or black. The price 


makes it easy to tempt yourself: brace- 
let is $1.80, earrings $1.20, the set only 


$2.40 (including tax and _ postage 
Order from Clyde's, Box 509, Dept. 
80 A, Provo, Utah. 


Baby Footnotes. Cutest little gift we've 
the 
ents of a bundle of joy. These tiny baby 
shoes have the name of the intant 
his birthday embroidered on the soles—in 
blue for boys, in pink for girls, naturally 
The 


baby 


seen to present to brand-new pal 


and 


made of fine 
hand-lasted 


shoes themselves are 


elkskin leather, 


and 


double-stitched. They are sized to fit in- 
fants up to eight months of age. Name- 


called, 


Date Shoes, as they are come 





packaged in a handsome, acetate box. 
Price is $2.98, postpaid. Order from 
Name-Date Shoes, Dept. 201, 19 East 
48 Street, New York 17. 


Easy on the Ears. If you love to wear 
earrings but find that some styles are tor- 
ture to keep on, suffer no more! We've just 
heard about Guardette Earring Guards, 
little rubber that fit over the 
metal earring disc and make it downy 
soft to wear. Stops pain and also keeps 
your earrings from slipping. The guards 
are made of flesh-colored rubber and 
come in two styles. Guardette guards for 
screw-back earrings cost 50 cents a pack- 
age (three pairs); three pairs for clip-on 
earrings cost 60 cents a package. If you 


cushions 
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can't find them at local jewelry 
counters, order from Herb Jones, 135 
La Salle Street, Chicago 3. Minimum or- 
der, $1.10. 


your 


Make It Yourself. Build yourself this 
lovely knickknack shelf or make a shad- 
ow box to show off your favorite what- 
nots. It’s as easy as putting the cap on 
your fountain when you have a 
Woodcrafter’s kit. In it are twelve pieces 
of Philippine 


pen 


mahogany 


plywood, all 





perfectly fitted and sanded. Each piece 
is interlocking—no nails or glue needed. 


Just put them together in an arrange- 
ment that suits your needs and _ paint 
them any color or give them any finish 
that you want. When assembled, the 
shelves are about 24 inches wide, 18 


inches high, and 3 inches deep. Price of 
the kit is $1.95, postpaid. Order from 
Woodcrafter’s, Dept. TS-3, Ortonville, 
Minnesota. 


Fresh Idea for Stale Problem. Is your 
dad a smoker? Do you 
into the room and immediately get bleary 
the smoke-laden air? 
and way to banish all 


boss or come 


stale, 
pretty 


because of 
An easy 





odors 


the nasty that can accumulate 
around a house or office is to use Air 
Stik. Air Stik is a bouquet-fresh deodor- 


SHOPPING 





izer in stick form that comes encased in 
a polished aluminum cylinder. A simple 
twist opens the vents to release the neu- 
tralizing fragrance that freshens the air 
and makes it a pleasure to breathe again. 
And Air Stik is a smart accessory, made 
to meet the public cye. Costs $1, post- 
paid; three-month refills, 50 cents. Order 
from Jos. Breck & Sons Corp., Dept. 
TS-285, 401 Summer Street, Boston 10, 
Massachusetts. 


Space-Maker. If, like so many of us, 
your living quarters are a bit crowded, 
here’s a good-looking cabinet that will 
give you vital shelf It’s 
called a Spicenette and was originally 
designed for kitchen use, but it’s equally 
as handy in the bathroom or wherever 
you need more shelves. The Spicenctte 


some space. 








has sliding doors to keep contents com- 
pletely enclosed and dust-free. Made of 
heavy-gauge steel, with white enamel fin- 
ish and translucent white plastic doors. 
May be hung on the wall. All sizes ar 
t inches deep, 5% high. Cabinet 18 inches 
long $4.50; 24 inches, $5.50; 36 
inches, $7.50. Order from Marbrite Co., 
Box 36, Dept. 22, Queens Village, New 
York. 


costs 


Kleenex Caddy. This imported wicker 
handsome enough for a desk, 
pretty enough for a dressing table. Will 
lie flat or hung on the wall. 
Hand-woven in Hong Kong, it makes 
an interesting modern accessory for any 


case is 


can be 





Durable, 


color only. Complete with large box of 


room. lightweight, in natural 
Kleenex tissues, it is $2.75, postpaid. 


Order from Serv-U, Box 390, Dept. 2, 
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Flushing, New York. If you're doing any 
week-end visiting, pop one of these into 
your delightful gift for 
your hostess. 


suitcase as a 


Pooch Present. Pamper your pet with 
this individualized feeding gaily 
sporting his name. There's an enticing 
bone at the bottom of the bowl to whet 
his appetite, and the seven-inch 


bow l 


ceramic 





new ) 


bowl has a spillproof inner lip to make 
a neater guest of your canine friend. It’s 
$2.98, postpaid. Order from Pet Special- 
ities Company, 4353 Lovers Lane, Dallas 
2. Texas. 


Lashes. If 


For Lovely you want to 
make your eyes look larger (and who 
doesn't), try curling your lashes with the 


new Rollash curler. It’s easy to use, light- 
weight (you can carry it in your purse), 
and inexpensive—59c. Look for it in five- 





and-te ns, drugstore S, and cosmetic coun- 


ters eve rywhe re. If you classes. 
youll find Rollash will not only pretty 
your eyes, but will help prevent your 


lashes striking against the 


wear 


lense S. 


Ladies’ Version. Here's a spec ially de- 
signed electric razor for ladies that keeps 
you neat and dainty with a minimum of 





time and fuss. It allows luxury grooming 
of legs and underarms without cutting or 
irritation. Despite its tiny size, this shaver 
possesses a powerful AC motor. In ivory 
color, complete with pigskin leatherette 
Price is 


case. $3.95. Order from Mrs. 
Fields Shopping Service, 237 Hugenot 


Strect, New Rochelle, New York. 
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keep your lipstick 
.° on you 


‘ ’ 


» 










* 


‘ips 
‘lipstick protector 


Keep your lipstick off 
your veil, your napkin, 
your man! Keep it on 
you all day long by 
brushing clear, 
, liquid Nu-lips over 
‘ your favorite lipstick — 
= even the creamiest kind! 
$1 plus tax 


If unavailable locally, send $1.20 


to Renor parfums Itd, Department T 


120 w. 42ND sT., N. ¥. Cc. 








Your Cen 


BAY 
TROUSSEAU | 


for as little as 


=P 0 


a week! 


Our easy club plan 
helps you acquire a 
complete set of luxurious 
linens, all color coordinated 
and custom monogrammed to 
your order! You'll choose from the 

finest quality, top brand merchandise: 


Silky Smooth PEPPERELL PERCALE Bed Linen 
Soft, Warm, All Wool NORTH STAR Blankets 
Thirsty CALLAWAY Terry Bath Ensembles 
Luxurious IMPORTED Table Linens 

AND LOTS MORE. 


There are no payment ‘‘deadlines’’ to 
worry about, no financing charges of / 
any kind. Our tremendous purchasing , 
power actually saves you money! 


Find ovt now how the 
Linen Trovsseauv Club con 
help you own the linens 
you've dreamed of... 
write for our free illus- 
trated booklet, and 
news of special free 
gifts to members! 












Maison de Pinge Oop. 1-3 
405 Greenwich Ave., Greenwich, Conn. 
(_) Please tell me how | con stort my 

monogrammed Linen Trovsseaw for 

os little os $3.00 o week on the 

club budget pion. 


Nome 
Address 
City Zone 


5 
3 























1 enclose $3 os first weekly payment. | 


State | 


) 




















Mi imacres CAN HAPPEN 


ry ’ 
A True Story BY SHIRLEE BROWN as told to JAMES JOSEPH 
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Though confined to a wheel chair, Shirlee Brown is not 
shedding any tears. Here a friend takes her for coffee. 


Thanks to a typewriter, Shirlee has re- 
gained her -spirits, started her own busi- 
ness, and made a new life for herself. 





Shirlee, at right. has a host of friends. This group likes 
to meet daily to exchange bits of news and enjoy a snack. 
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By now, life looked brighter. 
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Never a dull nor a slow moment for Shirlee. 


Here she prepares mailings for a restaurant. 


























JUNIOR OAT 


Your employer has been keeping 
the telephone extension numbers 
of persons in your office on 

slips of paper. He gives you 

the slips and asks you to put 

all the information on one 
five-by-three card. All he 

needs are the initials and the 
numbers. You may use the card 
either sideways or lengthwise. 
Arrange the names (initials) 
alphabetically, of course. 


SENIOR OAT 


First do the Junior problem; 
then type on a letterhead of 
your own design, suitable for 
a school club, a correct and 
attractively arranged copy of 
this rough-draft letter. 

Make a carbon copy of the 
letter; be sure your carbon is 
clean and even in touch. Send 
both the card (Junio: problem ) 
and the carbon copy—not the 
original—of the letter for 
your award. 

This letter, incidentally, is 
one that many clubs are using 
to help finance themselves. 





TO GET YOUR AWARD 


Your work should be mailed, with the 
fee enclosed (10 cents for certificate, 
50 cents for pin; 60 cents for both), 
to the Gregg Awards Department, 16th 
Floor, 330 W. 42 Street, New York 36, 
N. ¥. * Be sure that name and address 
appear on each specimen. Any group 
of papers should be accompanied by 
a typed list of the candidates’ names 


and the award each desires. 
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Miss Mary F. Elkins...3928 Montmarte Street... 
Wilmington 3, Delaware. one Mary: 

I am sure, you renemberwith pleasure the many 
activities of our club, the Order of business Ef- 
ficiency. You will recall, too, that we never 
—— money in our giub treasury tdpay for all the 

A sutick 

ards,we qualified er and wanted to get This 
ear we are doing somethin, cial ASF will 
y , & ray h 
our treasury and, at the same time 
perform a service to our alumni: We are selling 


9 
subscriptions to TODAYS SECRETARY at a special 
that 


help us. 


ratettsaves money for you, makes ane for us. 
The re r,for office work sig $3 You 
can tuy TODAY'S SECRETARY from us f , $2.509 we 
expect to send in enough orders at one time to 
get th pciub rate, you see, whic ae that we 
will make a Breese oobtit Do 
Seeger J 
help is by sending us your subscription, won't 
Aarmn0ot 
you? You, cen buy the magazine on the news- 
stands, you knowg this way, you can save money, 


be sure to get each wonderful issue, and help 


us¢at the same time! You will, Mord apes S 


Cordially yours, 
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HERSHEY, PENNSYLVANIA 


The Chocolate Town 


BY ELSIE LEFFINGWELL 
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MARCH COMPETENT TYPIST TEST 





To compute speed, note the number indicated at the end of the last line 


speed, divide total by number of minutes; or, to get net speed, s 


opied completely and add 1 for each additional 5 strokes typed. To ge 


ct 10 tor each error betore dividing by number of minutes. 


2t gross 





Words 

It is not hard to believe that short- 7 
hand is easy when you are writing fa- 14 
miliar matter or matter that has been 22 
previewed before you write it. The rub 30 
comes when you have to take matter 37 
that is new to you. Then, if you are an 45 
average person, you start to worry § 32 
about all the new words that you think 60 
you are going to find in the dictation. 68 
You get along pretty well for perhaps’ 76 
three or four minutes. Then you begin 84 
tc. fall behind the dictator, and you 391 
either give up or write scribble that 99 
you can’t read. Have you had this ex- 106 
perience? Most of us have. 112 
Let me tell you what happened once 119 
when I took a high-speed shorthand 126 
test. Atthe beginning, I wasafraidthere 135 
would be some new or difficult words 142 
that I could not write. But, when I 149 
checked back, I found not a single out- 157 
line that caused me difficulty in read- 165 
ing. Nearly all my errors were on short, 173 
easy words. 176 
One very important lesson wastaught 183 
me by that experience: Write very care- 191 
fully and accurately all the easy words 199 
that are made up of only one or two _ 206 
strokes. Examine your notes critically 214 
for these words. If you list the errors 
you make in transcribing, you too will 230 
probably find that it is often what you 238 
know best how to write that causes you 246 
the most trouble. 250 
Now let us consider that fifth, or 257 
even that fourth, minute, to see why 264 
you tend to break down at the end of 271 
the take. Does a runner fall behind at 279 
the end of the race because he doesn’t 287 
know enough about the technique of 294 
running? Not as arule. He runs out of 302 


ht 
i) 
tN 


wind, has no reserve to call on at the 
end of the race. 

A simple and convenient way to prove 
to yourself that you failed to write 
the fifth minute solely because of a 
lack of reserve writing power is to 
write the fifth minute’s material by 
itself at the speed at which the earli- 
er minutes of the piece were dictated. 
If you do this, you will find that the 
fifth minute is as easy to write as the 
first when you write it during the first 
minute instead of the fifth. Try it. 
When you do, you will proceed to the 
next step in building the necessary re- 
serve power that will enable you to 
finish your race. 

Part of your reserve writing power 
comes from maintaining a much higher 
writing speed for one minute than you 
have reached on five. Every day, take 
at least five one-minute dictations. 
Use the same material for each of the 
five writings. Suppose you can write 
new matter for five minutes at sixty 
words a minute and you are now trying 
to reach a speed of eighty for five 
minutes. Start your minute takes at one 
hundred words a minute and increase 
the dictation rate ten words a minute on 
each repetition until the material is 
being dictated to you at one-forty. If 
you find that you can write even faster 
on that repeated material, keep on 
boosting the speed as high you can. 
Do this each day, but change the copy 
daily. 

Reserve power also comes from writ- 
ing new words by sound as soon as you 
hear them. Write simply what you hear, 
and trust your shorthand alphabet. 


(If necessary, repeat from the beginning to complete a ten-minute test.) 


Adapted from “Shorthand Is Easier,” an article by Clyde I. Blanchard, published in the 
May, 1953, issue of The Business Student 
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Words 


310 
314 
321 
329 


405 
413 
420 
424 
431 
438 
446 


522 
530 
538 
546 
553 
561 
569 
570 
577 
585 
593 
599 
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TRANSCRIBING 


SPEE D PRACTICE 





The material below is the same as the C.T. Test across the page and it is 


from shorthand. Compute your rate on this word-cot 














provided so that you can test and compare your speeds of typing from print and 


inted material in the same way you do when typing the C.1 
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Cloek- 
Watchers 





BY GLADYS GUILFORD SCOTT 


HAT’S WORSE than a clock- 

watcher? A clock-watcher- 
watcher. In my office, where dozens 
of women work, both young and 
old, the young girls (who were 
hired for their sprightly energy 
and promise of future value to the 
firm) drag in late and pallid, un- 
cover their typewriters, sigh, yawn, 
glance at the clock, and then group 
at the water cooler to giggle over 
last night’s dates and the oh-so- 
darling dresses they're going to buy 
on their lunch hour. 

Meanwhile there are the old 
“girls” (who were hired for their 
seriousness, their experienced 
know-how, and their responsible 
sense of follow-through). Are the 
old girls doing the work that the 
young ones are neglecting? 


Don’t BE sity! Of course not. 

Why, it takes every bit of their 
time to watch the young ones 
watching the clock and to gather in 
their own little group to gossip 
about how the young ones gossip. 

Between the giggles and titters 
at the cooler, and the ominous hos- 
tile buzz of the older group in the 
opposite corner, who's doing the 
work? 


Wuat's THAT, boss? Who did you 
say ought to stop watching the 
clock-watcher-watchers watching 
the clock-watchers watch the clock? 

Who did you say ought to stop 
gossiping about the way the gos- 
sipers are gossiping about the gos- 
sips? 

Who did you say ought to buckle 
down to business? 

Who?—me! 
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MILE-A-MINUTE STENO 


(Continued from page 19) 





RAY GENERALLY TAKES DICTATION OF 
does his typing right in his office 
so that he can be there if any calls 
come in. We asked him about his 
shorthand speed, and he replied 
that he didn’t know but guessed 
it was “pretty good after all these 
years.” When he first became a 
Century secretary, typing en route, 
he recalled, was a little difficult 
until he got used to the motion of 
the train. Ray uses a portable and 
can type away at a goodly clip. 
(Each Century secretary has his 
own portable typewriter assigned 
to him. Portables are used so that 
they can be taken to a passenger's 
room if, for some reason, the typing 
can't be done in the secretary's 
office. At the end of the line Ray 
takes his portable with him so that 
he will have his own machine on 
the next trip. ) 


AFTER THE DINING CAR has finished 
serving the passengers, Ray goes 
in for his evening meal with the 
other members of the crew. Along 
about 1:30 a.m., he converts his 
office into a bedroom and goes to 
sleep. By this time they are west of 
Buffalo, the phone is silent, the club 
car has closed, and all the passen- 
gers ought to be asleep. But some- 
times, on special jobs, Ray will be 
busy right through the night. “Some 
trips there isn't even a telegram 
to send, but other nights—Wow! 
You never know which it’s going 
to be!” 

Ray gets what sleep he can be- 
fore their 6:00 a.m. arrival in Chi- 
cago. Then it’s more reports betore 
heading home for two days with 
his family. 


WE WONDERED how anyone would 
happen to become a railroading 
secretary. 

“Just by accident,” said Ray. 
“Two years at engineering school 
finally convinced me I wasn't cut 
out to be a mining engineer. | quit, 
and switched to a business college. 
During the depression, the firm I 
worked for went out of business. 
Just by chance, I called the Ameri- 
can Legion and asked them if they 
knew of any job openings. They 
told me they had received word 
that a man was wanted at New 
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York Central. I hustled right down, 
got the job, and have been with 
them ever since.” 

“Did you start right out with the 
Central as a traveling secretary?” 
we asked. 

“Oh, no, that came a little later. 
But, when one of the Century sec- 
retaries left, I got the job.” 

“Are any of the Century secre- 
taries women?” 

“Not on your life! This is strictly 
a man’s job,” Ray said emphati- 
cally. “A woman would be out of 
place among the train crew. This 
is one job that’s open to men sec- 
retaries only.” 


Ray GLANCED up at the big. sta- 
tionmaster’s clock. It was then 5:06. 

“—Have to be on board at 5:15, 
forty-five minutes before depar- 
ture,” he explained. 

Ray picked up a mimeographed 
sheet filled with a lot of odd com- 
binations of letters and numbers. 
He showed us how he could tell the 
number and type of cars—diners, 
lounge cars, sleepers, and so on— 
that would be on the Century when 
it headed west tonight. 

Then, glancing at the clock again, 
Ray said good-by and quickly dis- 
appeared, typewriter in hand, 
among the thousands of commuters 
who were hurrying by to catch 
their 5:15's. 



































“If you’re ever late, don’t try to slip 
through the mail room past that kid 
with the rubber stamps.” 





NOT FOREVER THE SAME 


(Continued from page 28) 
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A longer life for 
YOUR CORSAGE 


LOWERS, joy, and celebrations—they 
seem to belong together. A posy, a 
bouquet, or a corsage makes it truly an 
occasion! 

Do you remember the joy that welled 
up in your heart at sight of the rich sheen of the red 
roses the office force gave you on your birthday? Or 
the tears of happiness in Mrs. Davis's eyes on her 
twenty-fifth anniversary with the company, high- 
lighted by the lustrous, deep-throated orchid on her 
shoulder? Flowers are important, and the joy they cre- 
ate lives long after they themselves have become mere- 
ly a pleasant memory. But, since flowers in winter are 
especially rare and precious, it behooves us to know 
something of their likes and dislikes, to cater to their 
whims, so as to keep them fresh as long as possible. 

Most beloved of all, perhaps (although there are al- 
ways personal preferences), is the orchid, one of the 
most gracious and durable of corsage tlowers. For best 
protection of its proud beauty, unwrap the florist tape 
from its stem, place the stem end in fresh water, then 
put the container in the warmest part of the refriger- 
ator (which means as far away from the coils as pos- 
sible ). 

An alternate method, which will keep the orchid in 
its original corsage, is to slip the flower, boxed, into 
the refrigerator. This holds true for other corsage 
flowers, too. Waxy blossoms—gardenias, stephanotis, 
and camellias—do well for days if covered first with 
moist cotton. Dunk spicy-sweet carnations, violet clus- 
ters, or roses into cool water (blossoms and all), shake 
off the excess, and then slip them into wax paper 
before storing them in a cool place. 

If you are living where a refrigerator is not acces- 
sible at all times, place your corsage box near an open 
window at night after sprinkling your flowers. Next 
morning, they will thank you by looking firm and 
fresh. A trick that pays off by giving you a fresh— 
uncrushed—corsage when you reach the party is the 
practice of carrying your flowers in the box to wher- 
ever you're going; this is an especially good preventive 
measure when the thermometer has dipped below the 
freezing point. 

Where to wear that corsage that will probably come 
your way most often on those important nights out? 
According to a recent survey of college students, the 
largest percentage (37% per cent, to be exact) pre- 
ferred to wear flowers in their hair. Next in preference 
was the shoulder position, then the neckline, waist, 
or wrist. But wherever you choose to wear your 
flowers, give as much thought to their care as some- 
one gave to their selection. They will be yours to 
enjoy for many more days if you do. 
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MIRACLES CAN HAPPEN 


(Continued from page 41) 
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TURN TO YOUR TELEPHONE 


(Continued from page 15) 





In ease there is no answering service in your com- 
munity you might consult your telephone com- 
panys business office about the special automatic 
answering devices that can be attached to your phone. 
The 1A Answering Device, for instance, works by 
magnetic recording. You make a recording that will 
tell all callers your message and then will also record 
their replies. 


In case you want to send a telegram or cablegram 

you can pick up your office or home phone and 
call Western Union. No exchange of money is in- 
volved because the fee will merely be added to your 
regular phone bill. 


In case you must contact your branch office in De- 
troit many times a day and your boss doesn't like 
the delay involved with putting through long-dis- 
tance calls . . . you can suggest that your company 
lease a private tie line. Then, just as with talking 
to someone on your own switchboard, you will have 
an immediate connection with the Detroit branch 
at any time you need it. 





im case you must contact your branch office fre- 
quently and wish to have an immediate written rec- 
ord of the message then a teletypewriter con- 
nection (TWX, as this system is commonly called) 
is the answer. Instead of talking voice-to-voice, you 
talk typewriter-to-typewriter, Your teletypewriter can 
be connected with any other teletypewriter. You 
merely give the operator the TWX number you want 
and she connects you. Then type out your message, 
and the teletypewriter in the branch office is set in 
action, typing out the message for the branch staff. 
If desired, several carbons can be made at the same 
time so that copies will be available in case messages 
are sent to several individuals. Just as with a regular 
telephone conversation, they can reply to you. It is 
also possible to arrange a conference connection for 
a TWX system. For instance, a company may want 
to send sales reports to two or three branch offices 
and also to a factory. With a conference connection 
you need only send the message once and it will 
go directly to each of the other offices at the same 
time. 


In case your company sends a sufficient number of 
TWX messages to a branch and the delay involved 
in getting a connection is inconvenient you can 
have a private line teletype (TWPL) that hooks 

like a tie line so that you are always connected 
with the other office. 


In case your boss is making a speech in Los Angeles 
and you, in Chicago, want a photo to release to 
the local papers as soon as possible . . . you can 
contact United Press or International News Photos. 
These newspaper wire services have equipment that 
allows them to handle telephotos (photos transmitted 
by telephone wires). In a matter of minutes you 
can have the actual photos in your own lily-white 
hands. 


In case your boss wants a very convenient telephone 
memo booklet call the telephone company. It 
will be glad to supply you with a free booklet that 
makes it easy to find frequently called telephone 
numbers. 


In case you have forgotten your watch, the office 
clock has suddenly stopped, no one is around, and 
(tragedy of tragedies) you can’t even tell whether 
it's five o'clock . . . in many cities you can just 
dial the proper number (listed in your phone book 
under “Time”) and an operator will tell you the 
time, down to the exact second, In some cities it 
is even possible during World Series games to re- 
ceive the latest baseball score by dialing the “time” 
number! 


In case you want more information about the specific 
. consult the 
front pages of your phone book. It’s amazing how 
much interesting and helpful information is crammed 
into these pages. 


telephone services offered in your area . . 
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Which File 
of Papers 
Is Yours? 





Banish forever soft folders, loose filing 
and lost and mislaid papers. ACCOBIND 
using ACCO fasteners of soft, pliable 


and ACCO folders and binders of 
fine genuine pressboard. 


steel 


Simply punch your papers with a stand- 
ard two hole punch, place them over the 
prongs of an ACCO fastener in an ACCO 
folder and you have filing at its finest. You 
have neatness, accessibility and, first and 
foremost, security. Remember...4AN ACCO 
BOUND PAPER IS A SAFE PAPER. 
ACCOBIND folders 
ACCOPRESS binders 
PIN-PRONG binders 
(for marginal multiple punched forms) 


ACCO punches 
and other filing supplies 


ACCO 


PRODUCTS, Ine. 


Ogdensburg, New York 
In Canada: ACCO Canadian, Co., Ltd., Toronto 











RITE-LINE COPYHOLDER 


Promotes Accuracy - Increases Production 





PRICE INCLUDING 
NEW TELEscopic 
EYEGUIDE 


TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a machine 


tape to 20 inches. 
W" ; 


=a 


EYEGUIDE CONTRACTED 




















 cemaieateielees Tilia emia -| 
= ——— _ . . a J 


EYEGUIDE EXTENDED 


FREE TRIAL OFFER Write, asking us to send you a 
RITE-LINE Copyholder with the understanding you may 
return it without charge within ten days. 


RITE-LINE CORP, !025—15th Street, N. W. 


Washington 5, D. C. 
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TESSIE ASKS EXPERTS 


(Continued from page 8) 





and Blanchard, she might be interested 
in reading the material starting on page 
323. It discusses several others of the 
puzzling pairs, and may help this reader 
to remember the differences. 


Tessie: Miss Hutchinson, a reader in 
California writes, “The question has come 
up in our office as to whether or not the 
word observative can be used as a predi- 
cate adjective. We are pretty sure we are 
right in saying, “She is observing, but 
may observative also be used in this sen- 
tence?” 

HutrcHinson: While Webster lists an 
adjective observative, meaning observant, 
we think that in all cases the more usual 
words observing or observant would be 
preferable. 


Tessie: Mr. Zoubek, a reader in Florida 
writes, “I have a friend who dictates to 
me quite frequently in order to keep up 
my speed and to help me increase it. 
Whenever reach the half-minute 
mark, however, we are stumped. We've 
tried several but my dictator 
either too far ahead or 
far behind on the half minutes.” 

ZouBEK: The most satisfactory way to 
build shorthand speed, Tessie, is to have 
your dictator dictate from properly count- 
ed material. For speed building purposes, 
I suggest that this young lady and her 
friend Previewed Dictation, which 
contains counted material at speeds rang- 
ing from 50 to 150 words a minute. The 
material is counted in quarter minutes; 
that is, the material that should be dic- 
tated in each 15 seconds is carefully in- 
dicated. When using Previewed Dicta- 
tion, this young lady and her friend 
should have no difficulty in timing mate- 
rial exactly for whatever period they 
wish to dictate. 


we 


methods, 


comes out too 


use 


Tessie: A secretary in Quebec writes 
to you, Miss Hutchinson. She says, 
“Please explain the difference between 
subsequent and subsequently, and _inci- 
dents and incidence.” 

Hutcuinson: Subsequently is an adjec- 


tive and thus must modify a noun; for | 


example, “a subsequent event,” “a period 
subsequent to the event.” Subsequently 
is an adverb and should modify a verb, 
an adjective, or another adverb, as “Sub- 
sequently, we did so and so.” “In the 
letter dated subsequently to the note.” 
Incidents are occurrences; for example, 
“Because of several unfortunate incidents, 
we are closing our plant.” Incidence is 
far less often used in business corre- 
spondence. It means range of occurrence 
or influence, as in such expressions as 


“incidence of a disease.” It also has 
technical meanings in certain special 
fields of economics, geometry, and 


physics. 


Tessie: That’s about all the questions 
we have room for this month, friends. 
So till showery April then (when I'll 
probably be complaining about my strag- 
gley locks instead of my red, red nose) 
our meeting stands adjourned. 
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ENGLISH 
STYLE STUDIES 
FOR STENOGRAPHERS 









E. LILLIAN HUTCHINSON 


ree! 


@ with a new or renewal 

subscription to TODAY'S SECRETARY. 
English Style Studies for Stenographers 
has thirty-two chapters containing the 
answers to questions stenographers ask 
about the use of punctuation, division 
of words, hyphenating words, writing 


names and titles, writing dates, etc. 


Get your copy FREE with either a new 
or renewal subscription to Today's Sec- 
retary ($3) ordered on the coupon be- 


low: 


y TODAY’S SECRETARY 
330 West 42d Street 
New York 36, New York 





_, Remittance 
enclosed 
__, Bill me 


New subscription 
|_| Renewal 
subscription 
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City Zone State 
Position held 
Firm name.... 
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Words 


Key to teasers on page 25 


EL OR LE ENDING? 
el—1, 2, 4, 7, 8; le—3, 5, 6, 9, 10. 


WHICH DEFINITION? 
Le 2 & s. a; 4. ce. 


HOW ARE THEY PRONOUNCED? 
1. a; 2. b; 3. c, and d when used as 
a verb; 4. c; 5. a. 


CORRECTION, PLEASE! 

l. taught, not learned; 2. the others or 
those others, not them; 3. a great many 
or many, not very many; 4. as she does 
or like her, not like she does; 5. between, 
not among; 6. We typists, not us typists; 
7. May I, not Can I; 8. his expense ac- 
count, not their; 9. who I think, not 
whom; 10. Shall I, not Will I. 


TWO WORDS, ONE SOUND 

l. aisle, isle; 2. heal, heel; 3. role, 
roll; 4. steal, steel; 5. piece, peace; 
6. aloud, allowed; 7. led, lead; 8. packed, 
pact; 9. rap, wrap; 10. sail, sale. 





OFFICE SHOPPING CENTER 





T LAST, low-cost housing! But this 
A has nothing to do with duplexes or 
white picket fences. This is hous- 

ing for your records in safe, convenient 
Dik bold 


record systems 


units with easy accessibility. 
lra-Dex Verticle-Visibl 
are said to be among the world’s fastest 
example, 
touch the 


record-keeping systems. For 


there’s no need for 


you to 





record in the file when referring to it, 
for every record has three visible margins 
on which information is placed. There 
drawers to hunting 
through the file, no place marking. And 
the really good news? The company has 


are no open, no 


announced a reduction in price. These 
prices and more complete descriptions 
may be had from Diebold, Incorporated, 
Canton 2, Ohio. 


“Peircing” the Sound Barrier. The 
magnetic aspect of the recording field 
should be investigated if you and your 
boss are interested in purchasing a dicta- 
tion-transcribing outfit. The new Peirce is 





equipped with a magnetic belt that re- 
produces the dictator’s voice without a bit 
of surface “scratching” or any operating 
noise being audible, and that is easy to 
mail, file, or to “erase” for use again. 
And it has room enough for 15 minutes’ 
dictation—the cycle that has been found 
most practical for office use. 

The “error-free” dictation you hear 
Peirce speak of with such pride is possible 
because your boss can correct the record- 
ing as he goes along, thanks to an almost 
magical property of the Magnetic Dicta- 
tion equipment. He just reverses the belt 
to the point where the error occurred and 
dictates over the mistake, which is auto- 
matically eradicated in the process. What 
a help to you, later! There are no con- 


fusing directions or correction slips to 


bother with. And, your boss’s boom comes 

through to you with bell-like clarity. 
This new Peirce Magnetic Dictation 

Machine is lightweight portable 
and it allows of simple, finger-tip con- 


easily 


trol. It can be used as a combination 
dictator and transcriber if you wish; but 
a separate transcribing unit is also avail- 
able. The transcribing unit is outstanding 
for its automatic ( exclusive 
, which 
permits you to hear the last two or threc 
words you have typed; so, you can go 


backspacer 
with this new Peirce equipment ) 


on with your transcript easily, if you have 
been interrupted, with no risk of omitting 
or repeating any of the dictation. 

For detailed facts and price figures, 
write the Peirce Dictating Systems, 5900 
North Northwest Highway, Chicago 31. 


Pigeon Holes. Not for pigeons, though. 
We can see this cabinet with the plastic 
“See-Thru” drawers filling a need wher- 
ever there is an assortment of labels, tags, 
clips, and other small odds and ends that 
never seem to have a home. It also adapts 
itself remarkably well in the sewing room 





or the workshop at home. The cabinet 
consists of twenty crystal-clear spillproof 
drawers in a welded all-steel case (10% 
inches high, by 12% wide, by 6 
inches deep) in a silver-gray hammer 
finish. Adjustable drawer dividers and 
identification labels are included in the 
cabinet’s price of $7.95, postpaid, from 
the American Homecraft Company, Room 
221, 3714 North Milwaukee Avenue, 
Chicago 41. If it isn’t exactly to your 
liking, you may return it and get your 
money back. 


Stencils Without Static. Electricity— 
static electricity, that is—often proves a 
nuisance in the mimeograph process, 
causing sheets to jam up and stick to- 
gether. Now a new product has been de- 
veloped that eliminates this annoyance. 
The American Stencil Manufacturing 
Company is marketing a liquid to be ap- 
plied to the surface of the stencil either 
before or after it is put on any type ma- 
chine. Economical, this static-chaser costs 
only a fraction of a cent per application 
and eliminates static on all kinds of 
work, including newsprint. The company 
(at 2714 Walnut, Denver, Colorado) will 
gladly give you prices and your local 
dealer’s name and address. 
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Earn a degree in 





University of Denver 


.-.- for a business career 
--- to teach business 


By pursuing a four-year Business 
Education curriculum, you will earn 
a Bachelor of Science degree in Busi- 
ness Administration. This qualifies 
you to teach: 


Secretarial Subjects 
Accounting 
and 
Other Business Fields 


(On a high school or college level) 
You will also be equipped for a 
career in business. 


Forcatalog and information, write 
EARL G. NICKS, Chairman 


Department of Business Education 


UNIVERSITY of DENVER 


DENVER 2, COLORADO 

















OFFICE 
MACHINES 


DRY CLEAN 





Use STENO-KIT 


NYLON BRISTLES — PLASTIC HANDLES 


© TYPEMASTER Type Brush 
Cleans type without the mess of sol- 
vents. Nylon bristles easily cleaned 
with soap and water. 


© HANDIMASTER Dusting Brush 
Reaches the hard-to-get-at places of 
all office machines. Permanently 
“locked in” bristles prevent machine 
jamming caused by loose bristles. 

©e STENOMASTER Eraser 
Equipped with brush for whisking 
erasure crumbs. Permanent unit, uses 
low-cost refills. 


At your stationer, or write Dept. TS 


Srushmakers, Tuc. 





529 So. 7th St. « 


Minneapolis 15, Mine 
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SECRETARY TO MADAME ETIQUETTE 


(Coatinued from page 13) 





day column on general subjects relating to good man- 
ners. These, Isabel takes word for word in her rapid 
shorthand. The next day she types the column as it 
will appear in print, takes it upstairs for Mrs. Post's 
final check, and then sends it to the Bell Syndicate, 
which handles the distribution of Mrs. Post's far- 
famed columns. 

“Funny,” smiles Isabel, “I had planned to be a sec- 
retary ever since | can remember, and I had always 
hoped it would be with a newspaper. And now, 
through Mrs. Post, I work on over a hundred news- 


papers—and on five books, besides!” 


ALONG WITH “ETIQUETTE, there are, selling currently, 
a cookbook, a book on decorating, and one on children. 
From time to time, one or the other is brought up to 
the minute by a thorough revision. “Fortunately, re- 
visions don’t come up too often,” Isabel says, “because 
each is a long, hard project.” It means discussing ad- 
ditions, corrections, and modifications with Mrs. Post; 
going through the book in process page by page, Mrs. 
Post dictating changes and Isabel doing all the final 
typing. It means calls and callbacks to the publishers. 











“You Don’t Have To 
SOFT ROLLER ME 
When You Use The New 


VET YPERITE 


INDEX TABBING With 
Pica Spaced Inserts!” 











_ Blank Insert 
Strips 


, For Titles! 4 














"Am 
Accurately cs és 7 
Spaced | SAVES 56% Typing Time 
i _ Res on Typing 1, 2 or 3 Line Titles 


Typing is Faster, Easier. 
Always On a Straight Line! 
Titles Are Neater, Cleaner! 


Ends The Need For Tedious, 
Fatiguing Soft Roller Work. 


Typewriter Use.” 


An . 
AICO 
4 Exclusive! 


moat 











[Easy [roi] cur [10 jan.) DESIRED. 
4. _—_NO SOFT ROLLER REQUIRED 


IT’S THE SPACING THAT DOES IT 


The new AICO TYPERITE TABBING has 

blank inserts spaced exactly 2 and 3 picas deep to permit 

use of the line space lever when typing titles. This ends the 

need for soft roller work when centering or positioning the 

titles on the insert strips. Just set the line space lever for 

1, 2 or 3 spaces and you breeze right through the job. 
Now, At Your Stationer or Write Dept. 5 For FREE Sample! 


AIGNER 
INDEXES 












97 Reade St., New York 13, N. Y. 
426 S. Clinton St., Chicago 7, Ill. 














Even when there is no revision going on, Isabel 
is busy stockpiling her observations and written mate- 
rial on new situations that may possibly call for 
changes in etiquette. Since air travel has become pop- 
ular, people want to know what to wear and how to 
act on planes. Fashion changes call for a “yes” and “no” 
on such questions as low necklines, shorter skirts, and 
new color combinations. Revisions might include ad- 
vice on dating proprieties for teen-agers, who now 
start dating much younger. In many ways Isabel is 
Mrs. Post's contact with the typical young world. Her 
running file on new customs is a great help at revision 
time. 

Other files in Isabel's office include mimeographed 
copies of all Mrs. Post's columns and articles; carbon 
copies of business correspondence (but not advice 
letters—it would require a warehouse to hold them 
duplicate contracts for Emily Post's endorsements of 
various products (such as steak knives and dictation 
machines ) 


FoR THE PAST FIFTEEN YEARS, Mrs. Post has depended 
on Isabel for a smooth-running business operation. 
Fifteen years is a long time on the job for one as young 
as Isabel; but this is actually her first job. Directly 
from business school in Brooklyn, New York, Isabel 
took a temporary secretarial job with Bell Syndicate. 
Her friend recommended her as a summer replace- 
ment to stand-in for the vacationing members of its 
office staff. In September, as she was preparing to 
leave, the office manager asked her to stay on. 

A little later, Mrs. Post—then a new writer with the 
syndicate—asked for one of the Bell secretaries to work 
at home with her for one or two days a week. Isabel 
was thrilled to be given that job—and quite fright- 
ened! She says: “I kept thinking I'd pull some terrible 
boner and be caught with my etiquette off guard.” 
But Emily Post turned out to be a charmer—one who 
practiced her own first rule of good manners, that of 
making the other fellow feel at ease. As a result, 
Isabel lost her own fear and self-consciousness al- 
most immediately. 


Two DAYS A WEEK BECAME THREE and then four, un- 
til, one day, Mrs. Post said, “I don’t see any sense 
in the syndicate’s paying your salary when you're al- 
ways with me. Would you like to work with me di- 
rectly?” 

Aside from the substantial raise that came with 
it, Isabel was delighted to make the change because 
she had grown very fond of Mrs. Post, her sense of 
humor, her consideration, and the interesting work she 
did. “And in all the years I’ve been with her,” Isabel 
says, “Mrs. Post has never corrected my manners 
at any time. I guess she’s too polite to do anything 
like that.” 
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]SABEL ENJOYS HER WORKING ARRANGEMENT. She speaks 
to Mrs. Post often during the day and goes upstairs 
for dictation or long discussions. Occasionally Mrs. 
Post visits the office—comes down with some instruc- 
tions that she has jotted down. “You probably won't 
be able to read my writing.” she will say, “so I'll read 
it to you.” And the building doormen drop in, too, 
for occasional visits—to sharpen pencils or to weigh 
packages on her office scale. 

Isabel likes to tell about the day when one of the 
doormen had come in several times during the morn- 
ing for something or other. About the fourth time she 
heard knocking at her door, she said in a joking tone 
and without looking up: “My, youre getting to be a 
nuisance!” 

When she did lock up. there in the doorway was 
\Irs. Post. chuckling. Isabel apologized profusely and 
explained to her boss. who thought it rather a good 
joke. 

But most of the time. Isabel works alone and likes 
it. “I get so much more done that way.” If she wants 
to leave early for some shopping or to get dressed for 
a big date, she just buzzes Mrs. Post to say that her 
work is caught up and ask if it’s all right to leave. It 
always is. 

“And because she’s so generous about time,” Isa- 
bel explains, “I'm doubly careful not to take unfair 
advantage.” 

Isabel has accompanied Mrs. Post on Christmas 
shopping tours. has helped her boss arrange literary 
teas when new books have been published. When 
\Irs. Post takes her yearly vacation at Martha’s Vine- 
vard, Isabel holds the Manhattan fort singlehanded. 
\fter her boss’s three months’ vacation, Isabel super- 
vises the reopening of the ten-room apartment before 
\Irs. Post’s return to the city. 


\IRS. POST IS OUTSPOKEN IN HER APPRECIATION of Isabel's 
faithful and efficient secretaryship. Besides presents 
and Christmas bonuses, Isabel receives lavish compli- 
ments and motherly understanding. Also, she feels that 
she has learned a great deal about graciousness and 
good manners by working with Mrs. Post. 

We consider Isabel something of an authority on 
office etiquette. She respects her office hours, arrives 
at work at ten a.m. after a subway trip from her home 
in Brooklyn. She usually leaves about 5:30; but, if she 
is particularly busy. she is not averse to working over- 
time. She usually wears a hat to work and always 
dresses conservatively in tailored suits and classic 
dresses. Her voice is pleasant and her manners are 
impeccable. 

“But [Il let you in on a secret that even Mrs. Post 
doesn't know,” she says slyly. “There are certain times 
when I shout and jump up and down—forget manners 
completely.” 

“When is that?” we ask. astonished. 

“At a Brooklyn Dodger baseball game! I am the 
most avid rooter you ever saw.” 

We think Mrs. Post would forgive her. 
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GROWING ON THE JOB 


(Continued from page 20) 





too much about, and I want to 
learn all I can.” Our hats are off 
to the Miss Andrewses of business! 


WHAT DO Goop sUPERVISsORS, like 
Miss Andrews, do to promote their 
own job growth? 


1. They keep their eyes and ears 
open for new techniques. 

2. They take every chance that 
offers to observe more experienced 
supervisors at work and to see how 
these others train and work with 
their employees. 

3. They attend conferences and 
take courses that will help them in 
their work. These courses usually 
include human relations, which re- 
sults in a better understanding of 
the people with whom they work. 

4. They assume all the extra re- 
sponsibility that comes their way 
and perform it conscientiously. 
(This does not mean that they 
overwork, but it does mean that, as 
they assume new duties, they know 
how to assign some of their other 
tasks to their workers. ) 

5. They speak up. They express 
their ideas. They know that a fair 
idea put to use is better than a good 
idea left on the shelf. 

6. They don’t, however, volun- 
teer opinions and data before they 
have had a chance to weigh and 
verify them. 

7. They are extremely careful to 
be accurate in their statements so 
that nothing they say can backfire. 

8. They avoid the very appear- 
ance of fence sitting and the nerv- 
ous, eager “yes man’ attitude. 

9. They always “count in” all 
those who have an interest in any 
situation in which they are en- 
gaged. 

10. They help those in their de- 
partment to grow. 


AND WHAT DO GOOD SUPERVISORS DO 
to promote the job growth of those 
in their department? Two main 
things—they help those who have 
no desire to advance to grow on 
the job they already have, and they 
make sure never to stand in the 
way of a workers promotion, no 
matter how valuable he may be to 
them. 
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They are undoubtedly aware 
that, though most of their people 
want to get ahead, there are always 
a few who are content to stay in- 
definitely in the same job. This 
does not mean that these people 
are unhappy or can't grow on the 
job they now have. They can! But 
a supervisor must help them grow 
in their present situation. This 
growth may manifest itself through 
a better understanding of what 
they are doing. Through that un- 
derstanding they gain confidence 
and, with confidence, they are able 
to do a better job, with increased 
production. 


DUE TO SHORTAGE OF stenographic 
help in many companies, some 
clerical workers are being promoted 
before they are ready; but, if some- 
one in your department is given 
the opportunity to go ahead and 
you are asked for an evaluation of 
that person and her work, give an 
honest appraisal. 

Don't try to hold an employee 
back because he is important to you 
or to your job as one supervisor we 
know of did. 

Miss Lessing had an excellent 
employee, a Miss Paige, who was 
invaluable to her. When Miss Paige 
was considered for a promotion, 
Miss Lessing told Personnel that 
Miss Paige was a good worker but 
she seemed to need so much super- 
vision that she was not reliable un- 
less she worked under her ( Miss 
Lessing's) direction. She went so 
far in this discussion that Personnel 
said that if Miss Paige was as bad 
as stated, she should be dismissed. 
So, Miss Lessing fell into her own 
trap. 

Fortunately, Miss Paige was 
given the promotion; and Miss Les- 
sing was given a lecture on the im- 
portance of promoting her people 
and of training more than one per- 
son for important jobs. 


SuCH “HOWS” AND “wHys’ of grow- 
ing on the job should be studied by 
every supervisor; and, even though 
you may not yet have reached the 
supervisory level, it isn’t too early 
for you to begin putting them into 
practice. 





Parts of this article have been adapted from 
the book, “The Road to Secretarial Success,” 
by Irene Place and Madeline S. 


Strony. 





——— 





Ee ee 


Before you buy any 
duplicator 


check this list! 




















Y ts & sleple to operdite? Only wi ike. nett fl 
Gestetner 260 can you merely set the ink-density. 
selector, dial the number of copies desired = 

. and let the machine do the rest! eam 


Sen ee “0 
Gestetner offers more than a dozen attractive colors 
which can be changed quickly, easily—with a 
no need to wash rollers or drums! 


Is the price right? Mast people are genvinely — 
v surprised at the Gestemer’s low picentera wechine: 
so beautifully designed, so sturdily built, with 
so many ynusual advantages. See for yourself! 


There is only one way to be sure you are getting the duplicator 
that best fits your needs . . . compare! If you don’t know the name — 


the ne gap ooh SA with teary canbe of your nearest Gestetner dealer, use the coupon below. 


inking. It will also bring your copy of a new booklet that will be valuable — 
no matter what kind of dupiicator you purchase. 


Gestetner Duplicator Corp., Dept. 29, 
50 Mclean Ave., Yonkers 5, N. Y. 


Gentlemen: Please send me a copy of your new booklet "30 Ways 
to Get the Most from Your Duplicating Equipment.” 


DUPLICATING AT ITS FINEST . . . SINCE 1881 





/ /f Name "oo bee. Se 
OM | 
Address __ 





SALES AND SERVICE FROM COAST TO COAST Cian tie 








TODAY’S SECRETARY @ March, 1954 55 





GLOS 


PAGE 26 


heightened gl 
brightened a 


» om 


PAGE 27 
ordinary Pd 


deciphering YG 


handwriting 


erratic cor 
inflection 2 gn 


environs 


funeral 3 ip a 
involuntary 

enormous ag 
cardboard of 
ocutely 7”~ 
nostalgic 

a ay 
futile A.— 


loyal a 


tremendous pg 
exaggerated QZ 
flourish C_ 

imitation «—”” 

alligator at 
chomois o-? 


obediently f[~- 
casually e. 
S 


linens Goer 

finality e_ 

straightened oe. 
PAGE 28 

inherit > ~ a 


whimsicol -"Z. 


privote 


vigorous 


embroidery 
hemstitching -3f 
indianation i 
abruptly ‘_ 


quaint a 
= = 


sentiment — 


nonsense —e,_ _ 


interjected ™~ 


creatures ~7~T 
repetitious 4 
defiance 

forever 2 


protracted Qn 


bemused oy 


thousandth 
parchment 


colored ~~ 


damask iti 
towels Gt— 
SOON aaa 
es 
ods 


clutching U7 


radiated 


voliantly 


comically ———, 


PAGE 40 
ey a 


interminable oe 


sentence =“ 


defect 





56 





er 
1 mepaaehe 
ae ne 


SARY 
neapitel A 


remainder _a——~—_ 


PAGE 41 





terrible “7, 
diaphragm Lh 
poraly zed éKWg 
career —~<~ 

cripple af - 
orthopedic c-_o” 
therapist 


a ta 


meager 





exercise & 
e 
partial @, 
fingers on 
immobile sab 
borrered fu 
society é 
strengthening pal 
occupation 
local WA 
swamped tz 
fortune - 


seasonal a 
ee 


— 











steortier 

farmed 

capitulated 4O 3 
SA 

crutches sf 

navigate if 3 

monster _—-——3~— 

PAGE 47 . 
breath g; 4 
prenuptial a : ‘ 
poraphernalia C ; 
abstracted . : : 
thickly 
youthful 07 
confusion 2 , 
happily "3 
linked a 

PAGE 48 


unemployable 





constructed 2 
standard 

ual 
transportation G 


akon: , 


vacant 


tenant en 
institution 37 
recovery i " 
miracle i . 


modest aw 


literature 


publicizing 
spectaculor 








bonanza 

PAGE 49 
commercial ——<—~ 
studio 


analyze ON" 


efficient Ps 


specialized f 
hire O~ . 
versatile a 


nN 
despoir Ao ’ 


handicap Sa 


TODAY’S SECRETARY e@ March, 1954 








LODAVS SECRETARY... 


Uetwe kvl 
OF ett GAN 


Secretary to the Sec ish. 
hb Hiner: Magia au oe ee 


3 


